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NEVA-CLOG STAPLES [it the quides of Neva-Clog ma- 
chines perfectly and are covered by a patented process 
that gives a strip of firmer construction and is especially 
recommended for production applications as breakage 
is reduced to a minimum. 


ALL NEVA-CLOG STAPLES ARE CHISEL-POINTED for ine—100 to a strip 
easy penetration without tearing of all materials come ees Her carton. 


It is to your adva 
N-C Trademarked 
much at stake and 


veneer, light aluminum 


years Neva-Clog Claes? O10 


their be om 


offer inferior or chedl \ ples at any 


‘ é : price. 
or divergent points have not proven satis- 


Neva-Clog Pliers. Ground points are apt to 
It is a matter of prim 


be a Aite often are ragged or rough with a burr. sinst, iiinien: in eee 


operation and the protec 


\ 
Staples. They are made @& 
IT Is BEST TO BE SURE Neva-Clog machines, ass 
nly GENUINE Neva-Clog Staples guarantee. 


y or sell inferior or imitation stapies. 
source of trouble, cause loss of time, 
and do inferio} \ k. They often damage machines or 
parts and in ev&y case voids the guarantee on the 
machine. 


NEVA-CLOG DjJ-340 STAPLES 


These NEVA-CLOG Staples are espe- 
cially made for use in J-30, J-60 ma- 
NEVA-CLOG B-% Staples chines. Made with greatest care and 


50 to a strip, 5,000 per box p-ecision. 5M per box. 


NEVASLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 
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GREATER VERSATILITY 


WITH A 


LOWER CARBON PAPER INVENTORY 


ANOTHER COLUMBIA "FIRST" 


THIER 
THe 
ALL-PURPOSE 
CARBON 

_ PAPER. 


TURNOVER 
.@ REVOLUTIONS 
J) PER YEAR 


% 


This convincing diagram tells a com- 
And a low inventory of all-purpose, 


mon sense story. 


INSTEAD OF THIS 


SPECIAL CARBON PAPERS 
FOR 
STANDARD TYPEWRITERS 


NOISELESS TYPEWRITERS in ; 
ELECTRIC TYPEWRITERS << 
ADDING MACHINES —__ ~~ 
BILLING AND 
BOOKKEEPING MACHINES ~~ 
TABULATING MACHINES es 
ADDRESSING MACHINES Ps 


PENCIL AND 
PEN CARBON WRITING TURNOVER 
1 REVOLUTION 
PER YEAR 


? 


Ask your dealer or the Columbia office nearest you to 
give you Marathon prices and a demonstration for any— 


i 


mon-curl, Marathon Carbon Paper, unsurpassed in every 
performance, will give you a dollars-and-cents demonstra- 
tion of how it will take the place of at least eight 
different kinds of special-use carbon paper. 3 Marathon 
weights, 1 superb writing finish, take care of all the 
carbon paper requirements listed and save you money. 


UC 


or all—of the carbon paper uses noted above. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., Inc. 
Main Office and Factory: Glen Cove, L. IL. N. Y. 


New York @ Kansas City, Mo. @ Chicago @ Detroit @ Milwaukee @ 
Minneapolis @ Nashville @ Philadelphia @ Pittsburgh @ Cincinnati 
(Harris-Moers Co.) @ Portland, Ore. 

Also: London, England; Sydney, Australia 


THE 
ALL-PURPOSE 


CARBON 
PAPER 


June, 1945 


When writing advertisers please mention Orrice Equipment Dicest 
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W. - ommend the contheal 
on drawing officiency / 


. .. produced for your approval a complete line of modern draw- 
ing devices — guaranteed for accuracy and speed — all sure-fire 
threats against sales slumps! 


SLIDE RULES, 
ARCHITECTURAL & ENGINEERING SCALES, 
“VINYLITE” PLASTIC PROTRACTORS, 
TRIANGLES, PARALLEL RULES, ETC. 
CHARVOS DRAWING SETS& INSTRUMENTS 


Wire, write or phone for prices. 


280 MADISON AVENUE, NEW YORK 16, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers June, 1945 
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DUPLICATOR 


The result of research 
testing and retesting 
is a better product— 


To build greater profits, 


standardize with 


Red Feather Stencils 
and Duplicating Supplies 


Impressive Impressions are Lasting Impressions 
Write for Catalog and Samples today 


RED FEATHER PRODUCTS up. 


-—s REDWOOD CITY - CALIFORNIA +. ore 


When writing advertisers please mention Orrick EQuIPMENT 


Dicest 
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,.to the new NIAGARA 


stencil 


We're not getting smug, but we can’t help being pleased to receive so many complimentary 


letters about the new NIAGARA stencil. 


Read what a few NIAGARA users say: 


OWNER OF A LARGE LETTER SHOP: “Our custom- 
ers are very exacting. A shop such as ours 
stays in business and prospers only because 
it can deliver highest quality work. Glad to 
report that NIAGARA turns out sharp, 
clear-cut impressions, and meets our require- 
ments from every standpoint.” 


SECRETARY TO SALES MANAGER: “ My boss thinks 


Clip Coupon. 
Try the NIAGARA stencil 
FREE! 


-agara Duplicator Co. * 

pe Street, San Francisco 4, soe 
send me free samples © 
panei NIAGARA STENCIL. 


Position 
—— 


wi 


| fastest duplicator... 


I’m an artist, but really the credit belongs 
to NIAGARA stencils. The surface holds 
firmly while I liven up bulletins with traced 
cartoons. I’m doing the ruled office forms 
too, and am proud of the results I get 
from NIAGARA.” 

OFFICE MANAGER OF INDUSTRIAL CONCERN: “We're 
always rushed in our duplicating depart- 
ment... we must have a stencil that cuts rap- 
idly and easily, and can be corrected neatly. 
We reproduce bulletins, price sheets, an- 
nouncements, etc., in large quantities .. . the 
stencil we use must stand up for long runs. 
NIAGARA gives clear, readable copies, 
right up to the last.” 


A high quality stencil 
produced by the 
madkers of world’s 


June, 1945 
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Heres Quinks I O A great 
letter-writing promotion 
taper the fod bring op the MULL 


ALL DEALERS WILL WANT TO TIE IN BOTH FOR 
BUSINESS AND PATRIOTIC REASONS. 


Py sem J 
@ It’s coming! Another drama-packed appeal to 
your customers to write loved ones in service. A 
new colorful ad based on an actual front-line 
news story appears in American Weekly news- 
papers July 1. It will produce more mail for our 
fighting men and more sales for dealers, not only 
in Quink but all other writing materials. 

Parker has led the way in promoting letter- 
writing to servicemen and you have seen what 
nine previous campaigns can do. Letters from 
dealers like you say, “increase in volume 500%’, 
“sold more Quink in three weeks than any six 
months period”’ and “sold five to six times what 
we usually sell.” And so it goes from 
store after store which tied-in 
... from names that read 
like a “Who’s Who” of 
retailing! 


OUR letters mean more than food to fighung men! 
More letters are bewer than long letters. So whea- 
ever you have 4 spare moment —when you're nding a 
train of waving for lunch—write a lever 

Cheertul talk about frends and hobbres aod the home 
town will be big news to him Even the four words, 
“I'm thinking of you!” will make a wonderful letter. 

Military leaders say the lad with a sunny lener is 
more alert, less likely 0 be injured. So write your Serv 
Keman often, to help bring hum home safe—and soon. 

Remember, V-Mail gets there faster and always 
gets there. V-Mail goes excluswely by air and takes 
vorny over all other lewers. 


=a PARKER Qui 


THIS STRIKING WINDOW HELPS YOU 
GET YOUR FULL SHARE OF SALES 


si , Meare To help you get the greatest benefit, Parker makes avail- 

PARKER Quink \ able this special window display. You’re also offered a 

p See Leer 7 handsome 4-color poster and free newspaper mat to link 

s E B-eeee <=" t eee» & your store to this big busi b ‘lain ; ah With 

a 2 mae ¢ = Quink America’s largest-selling, most-advertised, most- 

te wanted ink you can’t afford to miss this great money- 

maker. Quink selling at 15 and 25 cents is one of your 

most profitable items. So make your plans to tie-in . . . 
and get set now! 


Copr. 1945 by The Parker Pen Company 


PARKER Quink 


THE ONLY INK CONTAINING PEN-PROTECTING SOLV-X 


June, 1945 When writing advertisers please mention Orrice Equipment Dicest 7 
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9 oY Ley 
It s \ ES! After saying “Sorry, 
no ‘SCOTCH’ TAPE” for so long, we’d 
almost forgotten how to say anything else. 


But we’re learning the new word fast... 
and we’re saying it oftener and oftener all 
the time. 


Because each day we’re able to ship a little 
more “SCOTCH” Brand TAPE to commer- 
cial users. 


Of course, for a while yet there’s not going 
to be nearly enough for everybody who 
needs it—but we’re being mighty careful 
about seeing that everyone gets a fair share 
of the “SCOTCH” TAPE available. 


And likely it won’t be too long before 
you'll be getting all the “SCOTCH” Brand 
TAPE you can use. 


Use “SCOTCH” TAPE for these everyday jobs: 


ROLDING WINDOW 
POSTERS 


SEALING PACKAGES 


SCOTCH - TAPE 


BRAND 


MENDING RECORD SHEETS 


Made in U. S. A. by MINNESOTA MINING & MFG. CO., Saint Paul 6, Minn, 


te “Seotch” is the trade-mark for the adhesive tapes made by M. M. & M. Co. 
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FOUNT-O-INK 


— INSTANT ACTION 


Yes, instant action—always ready to 
write—Fount-O-Ink writing sets have 
automatic ink supply. Pens actually 
fill themselves! Continuous even flow 
in writing. No messy well-filling ever! 


Double and single sets in plastic, and 
combinations of plastic and metal with 
14k solid gold pen point for long years 
of smooth writing efficiency. Also in- 
expensive utility sets of modern design 
with stainless steel pen points. 


J _ . 

, Fount-O-Ink effects 85% saving and 
greatly increases efficiency, reports one 
large user. See the report. Send for 
your copy today. 


Fount-O-Ink sets at your loca! deal- 
er or write the factory where to 
buy. 


GREGORY | 


FOUNT-O-INK CO. 
LOS ANGELES 41 CALIF. 
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COPYRIGHT GREGORY FOUNT-O-INK 1944 
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Purchasing Agents, Controllers, Office Managers 
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RIBBONS ¢ CARBONS 
DUPLICATING SUPPLIES 


0 a 
Wy Own werest PE 
N Hi-TEST: peRFEC™Y, 


@ CARBON PAPER 
@ INKED RIBBONS 
@ DUPLICATING CARBONS 
@ MASTER UNITS 

@ DUPLIFORMS 

@ DUPLICATING PAPERS 
@ CARBON ROLLS 

@ CARBON RIBBONS 


@ HAND CLEANSING 
CREAM 


RIBBON & CARBON CO. Inc. 


Foremost Mokers of Ribbons and Corbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
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SOON! More and New SKY-RITE ‘il be Ready to “ 


Perched high on its Record of Achievement, SKY-RITE- 


Leads the Way= Sales and Resales. 
40 Million SKY-RITE Advertisements a Month to Consumers 
AGENCY PAPER CO., 74 Varick St., New York aad a ¥ 


Factories, NEW YORK ~- CHICAGO | 
Distributors Coast-to-Coast 
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/M GETTING AN 
AUTOPOINT PENCIL 700, 
WHEN MY DEALER 
RECEIVES A SHIPMENT 


My AUTOPOINT" 
PENCIL WRITES AS 
G00 AS IT DID 
10 YEARS AGO 


Many are waiting for AUTOPOINT Pencils 


Every mail brings us hundreds of in- special features that distinguish 
quiries from busy people. We are “Autopoint” Pencils, including the 
asked where “Autopoint” Pencilscan famed and exclusive Grip-Tite tip, 
be obtained. This widespread inter- assure an ever expanding demand. 
est is two-fold: 1. they have read our Autopoint’s production facilities, as 
national advertising; 2. they have you know, have long been devoted 
heard friends and associates express to war work. Uncle Sam’s Armed 
the utmost satisfaction which “Auto- Forces come first. When Victory is 
point” Pencils always give them. won, there will again be “Autopoint” 
Naturally, your customers areamong _— Pencils. And there’ll be plenty of cus- 
those who are waiting to buy. The tomers waiting for them. 


BUY THAT WAR BOND—NOW! 


TRADE MARK 


BETTER PENCILS 


AUTOPOINT COMPANY e 1801 FOSTER AVENUE, CHICAGO 40, ILLINOIS 
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‘THE BOSS 
EVEN TAKES | 
FISHING..." 


“You can’t blame the boss for liking 
pure comfort. When there’s work to be 
done, he’s another human dynamo, but 
he believes in being comfortable, too 
—and does a better job because of it. 
One thing he demands is the right seat 
cushion—a yielding, resilient, sponge- 
rubber cushion—for complete, restful 
support. 


“That's where 1 come in... the 
Spunfoam President, Sunruco’s finest! 
The boss takes me everywhere. In his — 
office all day, at home in his den where 
he spends many a night poring over 
government reports . . . in his car when 
an emergency business trip comes up. 
And, yes—the boss even takes me 
fishing. 


“A little unhandy — carrying your 
comfort around with you — but that 
will be changed soon. When we're 
available again, you can bet the boss 
will get a Spunfoam rubber cushion for 
his every need . . . and one for every 
employee of his, as well.”’ 


Act now! Make your plans to stock ne 
“Spunfoam”’ cushions and other SEND FOR NEW BROCHURE 
Sunruco rubber office items such as desk 


guards, finger pads, furniture shoes A new brochure gives some ideas fresh from the planning board. 


moisteners, and many newly developed Write Ser your copy and get on the list to receive first announcements 
items. Discriminating office people of civilian products. 
remember the superior quality of the 
long-established Sunruco line, just as 
you remember it . . . along with Sun’s 
traditional ability to pick items that 
“click”... to work with you enthusias- 
sales-lined’’ cooperative 
merchandising. 


tically in 


THE SUN RUBBER COMPANY 


“BARBERTON: OHIO: 
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Daydreaming is fun, in 
a way. And it’s point- 
free. But you'll never 
catch that faraway look 
on the faces of a certain 
group of folks we know 
—not, at least, for the 
eight-odd hours a day that count. 
These alert people are the Victor 
craftsmen who build the Norden 
Bombsight for the Army. What keeps 
them on their toes is the realization 
that, with the instrument they pro- 
duce, “a miss” is truly “as good as a 
mile.” It takes callousness of a type 
they don’t possess to shrug off what 
that means in terms of wasted mis- 
sions—of lives risked in vain. 
Call it conscience, call it craftsman- 


fun, Ferdinand! 


ship. By any name, it’s the ideal that 
makes no compromise with perfec- 
tion. It gives Victor people the 
patience to meet exactly every specifi- 
cation detail, every requirement of 
cleanliness in manufacture, every de- 
mand for accuracy, as they routinely 
use superfine precision equipment. 

Patience, cleanliness, and accuracy 
are required to build the Norden 
Bombsight, and Victor craftsmen 
have what it takes. You'll find the 
Same qualities in every postwar 
Victor Adding Ma- 
chine. For they'll 
be built under the 
same roof that housed 
the Norden Bomb- 
sight... by the same 
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craftsmen... using the same precision 
know-how. 

You'll get more for your peacetime 
adding machine dollar in a Victor. 
And that’s no daydream, either. 


New, lightning-fast, full-keyboard Victor Portable 
Electric with direct subtraction; adds, lists, multi- 
plies, divides... pops up right answers—every time. 
Also in 10-key models that 
will be available as soon 


VICTOR ADDING MACHINE CO. 


Conserve your adding machines by having them inspected and cleaned 
at regular intervals by your local Victor dealer or factory branch. 


STILL WORKING WITH RIGHT ANSWERS 


June, 1945 
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Freedom-loving men, 


HE bleak Atlantic frontier had 

been passed safely. Tomorrow a 
landing would be made ._. the first 
step of a mighty journey that would 
last 200 years, lead 3000 miles to the 
Pacific and beyond. 


But first, another frontier must be 
crossed. The freedom they sought was 
freedom under law. This new land, 
with its infinite possibilities, required 
the invention of a new kind of law. 
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talking ’round a table 


And so, in the Mayflower’s cabin, they 
crossed that second frontier . . . set 
the pattern for “just and equal laws” 
that would permit men free from 
tyranny to build a great and prosperous 
nation. 

x & *& 


To overcome obstacles as they arise 

. to visualize a future need and 
devise its fulfilment . . . to reward 
the man of energy, skill, and ingenuity 
as he deserves — these are a part of 
the American way. 


Gunn is now planning interesting 
postwar innovations in office appoint- 
ments. These will bring new con- 
venience, new efficiency, new economy 
to that pioneer of tomorrow, the 
American business man. They are 
worth waiting for — and watching for. 


Excerpt from the Mayflower Compact 


PIONEERS IN FINE OFFICE 
APPOINTMENTS FOR OVER 
HALF A CENTURY 


GRAND RAPIDS 
Mic§c#HtIGAN 
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CRAFTSMANSHIP IN STEEL 


_ A lot of us here at Corry- 
Jamestown are what you 
might term “from the old 
school”. That doesn’t mean 
our methods are old-fash- 
ioned. Actually, they are 
ultra-modern. What it does 
mean is this. We still believe 
in craftsmanship. 


We hold that you do not have to put pride of 
quality in your pocket just because you put mass 
production methods in your plant. I think you'll 
see just what I mean when you see the new 


Steel-Age Office Furniture. 


The craftsmanship will be evident both in the 
beauty and the utility of each piece. As the 
years go by, the durability of Steel-Age con- 
struction will provide further proof of its quality. 


In short, it is office furniture that will sell 
readily, serve satisfactorily and so build repeat 
sales. We hope to be able to show you soon on 
paper, if not in person, the results of our crafts- 
manship in Steel in terms of your postwar sales 
picture. 


David A. Hillstrom, President 
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Great Trade-Marks 
That Identify Today’s 
Finest Quality Line 
Of Loose-Leaf Products 
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@ Sure, you can spot the ruggedness of A-S-E 
Aurora Files at once . . . and in a glance note 
their attractive enamel finish. 

. . . but there’s more than meets the eye in a 
“first look”—a thorough examination shows the 
added values that really put these files over. 
The heavily constructed steel frame... the 
smooth easy-action drawers . . . the fine locking 


mechanism . . . the trouble-free follower . . . 


‘*. * & : - , : : hes . 
sails ; @ 
ONE LOOK | TELL THIS STORY 


the extra filling capacity (2614” clear space). 
Here are the facts of A-S-E Aurora Files . . . 
facts that make them your “best buy.” 

A-S-E Aurora Files are backed by over 33 years 
of engineering skill in fabricating steel products. 
If you want to know more about A-S-E Aurora 
Files, drop us a line. We will gladly send you 


complete information. 
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300 Cleveland Avenue, Aurora, Illinois 
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" You don't need to print no letters for me; Shin read writin" 


Angry and offended indeed was many a man 
in the early 1880’s. For how else would you 
consider a letter that was printed, except as a 
slur upon your education? 

Anger always turned swiftly to amazement, 
however, with the first glimpse of the curious 
contrivance which had produced the letter 
-+.a “type-writer”, recently introduced by 
E. Remington & Sons, and presided over by 
—of all things!—a young lady. Machines 
to write letters! Women in business offices! 
What would business come to next? 

What came next was world-wide adoption of 
the typewriter, with Remington from that day 
to this the standard of the industry: leaders 


in engineering, in production, in distribution. 
Of course, more Remingtons have been bought 
than any other make. 

What’s ahead? A brand-new Remington, which 
is already proving itself, under the toughest 
conditions, in the Armed Forces, war plants, 
essential industries ...a typewriter that will 
give totally new meaning to words like smooth, 


swift, silent. 


The new Remington is well worth waiting for! 
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....after setting the factors in the Keyboard and the Multiplier... 
just touch.ONE Key and presto the Carriage is automatically posi- 
tioned, the Dials automatically cleared, the Calculator automatically 
counts and shifts until the problem has been completed; then finally 
both Keyboards are automatically cleared preparing the machine for 
any subsequent calculation. This is Fridén Fully Automatic Multipli- 
cation...and the Calculator, not the Operator does the work. Telephone 
or write your local Fridén Representative for complete information 
regarding these Calculators which are AVAILABLE, when applications 
for deliveries have been approved by the War Production Board.. 


Fridén Mechanical and Instructional Service is available in approximately 250 
Company Controlled Sales Agencies throughout the United States and Canada. 


FRIDEN CALCULATING MACHINE CoO.,INC. 
HOME OFFICE AND PLANT + SAN LEANDRO, CALIFORNIA, U.S. A. » SALES AND SERVICE THROUGHOUT THE WORLD 
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EVERY MODERN FILING NEED 
listed in new 1945 catalog. Ask 
for your copy. 


AMBERG FILE & INDEX COMPANY 


1602 Duane Bivd., Kankakee, Ill. 


June, 1945 
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Some day GF Metal Desks, Super-Filers, Steel 


Shelving, and Goodform Aluminum Chairs 


wil again roll off our assembly lines and find 


their way into the showrooms, offices, and fac- 
tories of our dealers and customers all over 


the world. 


No one now knows when that day will be— 
Victory seems so near and yet so far away. 
Until then, GF proposes to put forth its best 


efforts to help win the war. 


But when “Some Day” comes, GF will be ready 
to resume its place of leadership in the metal 
office furniture field. A GF product will al- 
ways be a quality product and our distribution 
policy will continue to reflect those desirable 
factors gained from experience dating back to 


the birth of the industry. 
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ACE CLIPPER 


Consumer acceptance of a product is its most valuable asset. 
Since inception those at Ace have fully realized this fact. As a 
result they have built stapling machines and equipment which 
has always met the most exacting requirements. When Ace 
places its name on a stapling machine it carries a lifetime 
guarantee of satisfactory service. 


SOLD THROUGH DEALERS EXCLUSIVELY 
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FINE CARBON PAPERS 


28 
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A MARK OF DISTINCTION 


Nearly three-quarters of a 
century ago, when the“ Cigar 
Store Indian” was an out- 
standing sign of American 
tobacconists, the Mittag & 
Volger organization began the manufacture of 
fine carbon papers and inked ribbons. Today, 
the wooden Indian has been banished from 
commercial use to become a cherished item of 


the antiquarian—while M&V precision-made 
products have been steadily improved through 
the years until the complete line of M&V 
inked ribbons and carbons are internationally 
recognized for their unmatched quality and 
reliability. This unfailing pride in workmanship 
has made regular customers of each casual 
user of products sold under the M&V symbol 
of master craftsmanship. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


& INKED RIBBONS - 
OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


1881 


PARK RIDGE, NEW JERSEY 
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Masonite Corpora 
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Lpically 
Al merican / 


Nothing symbolizes the greatness of Amer- 
ican industry more than the towering sky- 
scrapers that punctuate the skyline of our 
country's foremost cities. Within the in- 
teriors of these magnificent buildings are 
the business offices . . . the nerve centers 
of our nation's richest and most influential 
institutions. We at Jasper Desk Co. derive 
particular satisfaction out of contemplating 
the role that office desks play within the 
framework of these Typically American sky- 
scraper buildings. Imagine if you will, the 
far reaching significance of the decisions 
that cross the desks of those topflight ex- 
ecutives who work within these walls . . . 
and the intricate pattern of clerical work 
that is performed on countless thousands 
of other commercial desks. For almost 70 
years, Jasper Desk Co. has served Ameri- 
can business, both big and small with the 
right kind of office desks. Our ambition is 
to constantly maintain and improve our 
product so that it occupies an ever im- 
portant place in American business. 


THE JASPER DESK COMPANY 


JASPER, INDIANA 


MEMBER WOOD OFFICE FURNITURE INSTITUTE 
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Tus Cartons of My Gauorite Brand, Please! 


June, 1945 


Yes, they are difficult to get now—so are hundreds of important tools of business. As we 
have to do without cigarettes in the interest of our Fighting Men, so we must make what 
we have in the office do for the same reason. 


. Tt seems a long time since Pearl Harbor, but those of us who have been working three 


shifts a day on government orders have only felt a small part of the tremendous load 
the war has brought on the armed forces. 

Many of our Fighting Men are now planning to return to civilian life. “Y and E”’ and 
hundreds of other firms are now planning to convert their facilities to the manufacturing 
of their regular stock lines. 

There is a tremendous backlog, however the war demands have taught all manufacturers 
how to produce to meet a vital emergency. This acquired knowledge and skill applied 
to the manufacture of our regular lines will play an important part in relieving the 
situation more rapidly than could otherwise be expected. 

“Y and E” will be ready to resume manufacture of their regular lines when the needs 
of our Army and Navy are satisfied. The “Y and E” Branches, Agents and Dealers 
are looking forward to serving your office needs better than ever before. 


FOREMOST FOR;]| MORE THAN SIXTY YEARS 


YAWMAN\DFRBE MFG.(. 


1045 JAY STREET, ROCHESTER 3, NEW YORK 


When writing advertisers please mention Orrice Equipment Dicest 31 
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(Please! ¢ 
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ve been keeping American business a step ahead 
Visit Your Boorum & Pease 
Stationer Today! 


of its needs for over a Century! 
FOR EVERY RECORD—A WAY TO KEEP IT! 


, 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN 1, N. Y. 


BOSTON 10: 29 OTIS ST. * ST. LOUIS 2: 115 SO. 8TH ST. * CHICAGO 7: 538 S. 


’ 


NEW YORK CITY SALESROOM: 349 BROADWAY, NEW YORK 13. 


you can depend on Boorum & Pease to keep you one step 


mercial or Business Forms for Ring Books or Post Binders, 
ahead of your needs. 
we 


so much easier because they're so complete, ruled to fit the 
Whether you want Ledger Forms, Columnar Forms, Com- 


Keep your eyes on the B & P forms.) They make your work 
requirements of any business. 


Can't blame a man for getting a little bit excited over nice 


forms—nice Boorum & Pease forms, we mean. 


After all 
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By Ewing Galloway 


, THE WORLD IS HIS APPLE 


% THE office boy to president pattern is one wide- 
spread in American business success stories, yet al- 
though business has always been solicitous of the wel- 
fare of its presidents it has, up to recently, paid scant 
attention to its office boys. The supply seemed inex- 
haustible; the quality could be left to chance. 

But with the office boy currently one of the scarcest 
of office essentials, we are being driven to think more 
seriously about him than we used to. Nowadays it is 
so hard to get one that we must learn more about how 
to keep him, and we are coming to see also that more 
attention devoted to his aspirations and capabilities, if 
it does not eventually gain him the president’s desk, 
may at least make him desirable material for promo- 
tion into some other jobs around the office, which suffer 
often from a depressing lack of qualified candidates. 

Now comes Walter A. Lowen, head of the well-known 
New York employment agency of that name, with the 
useful suggestion in June 1st Tide that we stop calling 
him “office boy” and label him instead “trainee” or 
“junior clerk” (“apprentice executive,” Tide suggests 
in an editorial note). Mr. Lowen favors a name change 
chiefly because so many returning veterans going into 
office work for the first time are naturally having to 
start at the bottom and just as naturally resenting the 
label which the bottom job bears. It would not be the 
first time a change in title raised the value of a job! 
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In the Standardization Laboratory of large office referred to in this article, used for testing office 
equipment and supplies. Piece of apparatus shown is designed to open and shut a loaded file 
drawer automatically for purpose of testing construction. 


Application of Research to the Office 


By E. H. Conarroe 


Associate Manager, Policyholders Service Bureau, Metropolitan Life Insurance Co. 


% MY remarks are in the nature of a crusade. 
This is a crusade for the use of the “research ap- 
proach” in the solution of office management prob- 
lems. By the “research approach” I mean the 
fact-finding approach. Every day in the office 
there are decisions to be made that call for facts. 
Some are basic questions of policy—the centrali- 
zation of office services, for example. Others may 
be minor questéons of practice or routine, such as 
the frequency of mail deliveries and collections or 
the period for retaining various types of records. 
In all cases, a more intelligent decision results 
when based on adequate facts. 

The alternative to the research approach is the 
old “hunch and guess” or the equally old “trial 
and error” method. These are no longer adequate 
for efficient office management, if they ever were. 
Management’s responsibilities have increased with 
the size of the operations and the narrowing of 
profit margins. Errors of judgment on the part 
of responsible executives are correspondingly 
more serious. Present-day business can no longer 


Excerpted from a recent address by Mr. Conarroe before 
the Erie Chapter, National Office Management Association. 


June, 1945 


afford the luxury of a bad guess. Office execu- 
tives must have facts before they act. 

The need for fact-finding in the office was never 
greater than right now. War-time operations have 
created many new problems and new conditions 
for management to meet and under the most ur- 
gent circumstances. There is evidence that man- 
agement research is finding an increasingly im- 
portant place in the business picture. 

Despite this growing recognition of the need, 
it is not surprising to find the application of re- 
search to the office lagging behind its application 
to other fields of business. Product research has 
long been employed in the development and im- 
provement of company products or services. Re- 
search has been applied effectively to the location 
and evaluation of present and potential markets 
and to the development of advertising and pro- 
motional programs. As a matter of fact the office 
has always tended to follow rather than lead in 
the application of modern management. Speciali- 
zation, standardization and simplification, meas- 
urement of production, and the introduction of 
incentives all had their origin in the factory and 
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have been subsequently adapted to office problems. 
Office research is having a similar history. 

It might be well at this point to define what I 
mean by the research approach. There are a num- 
ber of definitions of research. Perhaps a pretty 
practical one is the one attritbuted to Vice-Presi- 
dent Kettering of General Motors that research 
is determining what we should do when it is no 
longer practicable to do what we have been doing. 
To me, management research means merely the 
development and organization of facts as a basis 
for executive action. In actual practice, however, 
research work may not prove as simple as this 
definition may sound. It is not merely a matter of 
reading books, asking questions, preparing charts 
and tabulations and writing reports. Real research 
work goes beyond that. As I see it it involves the 
following steps: 

(a) Analysis or identification of the problem. 

(b) Assembling of the data. 

(c) Organization and interpretation of the ma- 
terial assembled. 

(d) Utilization of the results. 

Let’s just consider each of those briefly. 

’ First, as regards the analysis of the problem. 
The statement has been made that a problem cor- 
rectly stated is half solved. Let me give a some- 
what exaggerated example to illustrate this. 

This is the case of a family that had been on the 
relief rolls of the town. When the social service 
worker investigated she found that the father of 
the family was out of a job. It was concluded 
therefore that the correction of the difficulty in- 


volved getting him employment. This was done. 
Within two weeks, however, the family was again 
requesting relief and it developed that the man 
had not lasted on his job because of a chronic state 
of drunkenness. Further investigation revealed 
that he had been fired from a series of jobs for the 
same reason. It appeared therefore that the prob- 
lem was not getting him a job but getting him to 
stay sober. 

At this point a real effort was made to get to 
the root of the trouble. It means that each night 
when the man got home his wife would begin to 
nag and complain and make life so generally dis- 
agreeable for him that in desperation he would 
go out and get generally plastered as a defense. 
Then it was necessary to find out what caused this 
constant discord. The investigator next discov- 
ered that there were two boys in the family of 
high school age and each day as soon as they got 
home from school, the older boy began picking 
on and fighting with the younger one so that there 
was constant bedlam. This so unnerved the 
mother that by the time her husband got home she 
was in a highly nervous state and proceeded to 
take it out on the old man. 

Now, what made the brothers fight? Well, it 
seems that the younger brother was making splen- 
did progress at school while the older one was quite 
backward. To offset his inferiority complex 
brought about through unfavorable comparisons, 
the latter proceeded to beat up his more brilliant 
brother at the first opportunity and thus estab- 

(Turn to page 38) 


Another view in Standardization Laboratory mentioned in Mr. Conarroe's article. Pictured is special 
box for testing relative noiselessness of typewriters. 
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In the acoustically-insulated 
tabulating machine room in 
the general offices of 
Owens-Corning Fiberglas 
Corporation, Toledo, Ohio. 
The conditioning of the of- 
fice against noise is as im- 
portant as the conditioning 
of its temperature, atmos- 
phere and light. 


Pointing the Way to Office Quiet 


% THE degree to which it will be possible to minimize distracting noise 
in the post-war business office is demonstrated by an experimental installa- 
tion of Fiberglas sound- and vibration-absorbing materials in the tabulat- 
ing machine room of Owens-Corning Fiberglas Corporation’s own general 
offices at Toledo, Ohio. 

Normal conversation and the use of telephones in the areas where the 
machines are in operation are possible because of the high percentage of 
noise absorption attained. As a result, the company’s engineers believe 
that similar acoustical treatment will eliminate the necessity of isolating 
tabulating rooms and their complex, constantly-operated machinery from 
the rest of the office. 

The interior surface of the walls and ceiling of the room is 14-inch 
thick hardboard nailed on wood studs. The board is perforated with small, 
inconspicuous holes. Behind the perforated hardboard, and between the 
studs, is a 3-inch-thick sheet of glass fibers, bonded and compressed to a 
density of 3.25 pounds per cubic foot, and faced with a wafer-like mat of 
bonded glass fibers 10 mils thick. 

Sound waves pass through the perforated hardboard and are absorbed 
by the bonded glass fibers, resulting in a noise reduction factor estimated 
at 85 to 90 per cent. That is to say, when sound waves strike the walls 
and ceiling, only 10 to 15 per cent of their energy is reflected into the 
room. A further reduction in noise is achieved by placing mounts to iso- 
late vibration under the legs of the machines. These reduce the transmis- 
sion of vibration to the floor. 

During the war period, glass fibers have been used in various product 
forms for noise-reduction purposes in plants producing war materials, and 
in sound stacks employed for the absorption of noise created by airplane 
engines under test. In such sound stack installations a noise reduction 
factor of 95 per cent for the panels has been achieved. 
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Office Research 


(Continued from page 36) 


lished at least his physical superiority. So, then, it 
seemed that the fundamental problem was to de- 
termine why the older boy was such a poor student. 
This proved to be the case. 

A medical examination revealed that he was 
bothered with defective hearing. He was missing 
his lessons not because he was stupid but because 
he just didn’t hear. An operation was arranged 
for. This corrected this condition and the boy 
immediately began to progress. The family civil 
wars came to an end, the mother was no longer dis- 
traught at night, the father could spend a com- 
fortable evening at home, so he quit his drinking 


‘and kept his job—and I suppose they lived happily 


ever after. The point is, of course, that once the 
basic problem has been determined, the solution 
becomes relatively simple. 

So much then for the matter of identifying the 
problem. 

Second Step 

The second step, assembling of the data, involves 
establishing the sources of the information de- 
sired and then proceeding to secure it. Sometimes 
the job may be one purely of library research. In 
other cases it may be necessary to develop original 
material. Knowledge of where to go to get the 
information required is important, of course. The 
actual data-collection technique may involve rec- 
ord analysis, personal interviews, correspondence, 
or formal questionnaires. The most practical 
method or combination of methods must be deter- 
mined in each case. 

The third step in the research process is the 
organization and interpretation of the material. 
This normally involves the tabulating or summar- 
izing of the results and the preparation of a report. 
Naturally a great deal depends on the manner 
in which the data is organized and presented. We 
all know, of course, that figures don’t lic (particu- 
larly with the present shortage of foundation gar- 
ments). But we also know that they can be 
juggled around a little to support different inter- 
pretations. Perhaps the principal danger to guard 
against in this connection is acting on the basis of 
incomplete or partial facts. A case in point is the 
instance of the sales executive who in analyzing 
the census figures for a particular city found that 
the total population had not changed from the 
previous period and therefore assumed there was 
no change in the market for his product. More 
careful investigation revealed that the state peni- 
tentiary with a population of some 3,000 had been 
removed from the community during the interval 
so that the census figures, even though unchanged 
in total, actually represented a material increase in 
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potential customers. 

I am not going into detail as to what constitutes 
good research reporting. There are a number of 
books on the subject. Generally a well organized 
report would include sections on (a) the purpose 
of the survey, (b) a statement of the problem, (c) 
a description of the previous procedure or circum- 
stances, (d) the results developed or proposed 
procedure and (e) conclusions or recommenda- 
tions. Graphic or tabular presentations are often 
helpful in reporting and interpreting survey re- 
sults. 

The final stage of the research process and the 
one quite frequently overlooked is the utilization 
of the results. A great many beautifully con- 
ceived and carefully conducted research projects 
have accomplished nothing except to collect dust 
in some executive’s desk drawer. It is part of 
the research job to see that the facts developed are 
not pigeon-holed but are given proper considera- 
tion and are utilized. This is largely a matter of 
tactful, consistent follow-up and executive co- 
operation, interest and support. 

Where in the office does this research approach 
apply? An easy answer to that would be “every- 
where.” It is difficult to think of any activity or 
any decision with which the office executive is 
concerned where facts are not required. So many 
wrong guesses are made simply because of the 
tendency to assume that certain facts or conditions 
exist without taking the trouble to establish them. 

Take for instance just that one group of office 
management activities which relate to office 
equipment and supplies. In this category come 
all the variety of functions involved in providing, 
maintaining, and utilizing the many items of fur- 
niture, machines, equipment, materials, and sup- 
plies required for the operation of a modern of- 
fice. It includes establishing the need, determin- 
ing the specifications, making the purchase, and 
checking on the adequacy and utility of the items 
procured. There is a rich field for profitable re- 
search in this group. I shall mention only a few 
applications but they are representative of many 
others. 

In establishing the need for new or additional 
equipment, for example, it is particularly impor- 
tant to have full and accurate facts. Many a 
piece of handsome but relatively inactive equip- 
ment in our so-called “modern” offices stands as 
a monument to the persuasiveness of the equip- 
ment salesman and to the office manager’s failure 
to investigate. It is difficult to appraise the claims 
of enthusiastic salesmen regarding potential oper- 
ating economies through a machine installation 
without investigating the facts fully and objec- 
tively. This is not the place to go into details re- 
garding the nature of the facts required for de- 

(Turn to page 72) 


June, 1945 


——— 


>a cs Ue = a i si a aie pe ae o > es en 
; ee a —s rs. e “ae iia eee aa. : pi) i a ata ee ed 
oe ; hae i — a: ee aa oc , oS a ae a 4 Sa 
abo soa - : aa oe Os A ee ee 
pa 
ae { 
= ee 4 
Pe ayes i 
ie to { 
a: \ 
ae 
Bae 
2k ee 
Caw 
coe 
; nae 
-* 
ee : | 
pean 
a 
; ee 
a. a { 
2 
ee er 
ae 
ane 
ae i 
: — say 
De See 
=: 
ae 
site 5 Sapa 
. a 
3 
a 
7 & 
a 
a | 
as 
ae 
eee 
ae 
yg tae 
“yy 
ef oie 
oe 
= 
-/ | 
ris 
Pees 
a) rs 
oe 
Big ay 
Ree 1 
ae 
; x 
a 
ee 
a 5 
Ps ‘ I 
ee 
eo 
ee 
ie F Ba ve 
a a 
+ ae 
ae a . 
a lid 7 7 ‘ a re ial 7 ay ha en i ae = a r= * z ms y = = Ee: 
Sh Saal ee “ONY Ce See ia ea en See fee, Rc. ee 4 Oe, meh ae =v BK: sla es 
oom See ~ ee a: a : = ee bt oe Epo pees eae: ae 
aan ec] ee. ea i ae Sa Pe ee a : i. a See 
a, > are Se cl a ~ Wigs ss : Ane 1, ea a : el ae eee 
Ce  * -_ wv oh Re ee ee on ah i Tas A ce a oe | Soman Be eee . os tus 


ABOVE: 


OUTSTANDING WINDOW DISPLAY of Esco prod- 
ucts manufactured by Engineering Mfg. Co., Sheboy- 
gan, Wis. This window appeared recently at the 
Acme Stationery Co., 4137 W. Madison St., Chicago. 
The exhibit is distinctive because Esco's “General 
Esco" appears in full man size. The window features 
drafting supplies and other Esco Products that have 
adopted themselves to war service. 


News in 
Pictures 


ABOVE: 

WATER COOLER OF THE FUTURE. And, not so far- 
distant, say Sunroc designers who submit this modernistic 
model as evidence. Designs like this one are “in the bag" 
and we may expect such departures from the conventional in 
streamlined functional design. New Sunroc water coolers, we 
are told, will be available with the coming of peace, and 
they will have the beauty and distinction of fine office furni- 
ture. There will be models for every indoor and outdoor 
use. Models are being created, in design and color, to har- 
monize with all surroundings. This advance model created by 


Sunroc Refrigeration Co., Glen Riddle, Pa. 


ABOVE: 


REGIONAL CONFERENCE. Victor regional managers and other field sales executives joined with home office division 
heads recently in a five-day session to review and complete the company's post-war merchandising pians. The program 
included a dramatic presentation by actors and a professional narrator of the past history and accomplishments of the 
Victor Adding Machine Co., Chicago. War accomplishments, and new product developments were dramatized. The con- 
ference was held at the Edgewater Beach Hotel, Chicago. Guests included the following members of the company's board 
of directors: J. W. Schippmann, R. O. Buehler, Norman Collins, A. C. Buehler, F. E. Henry, Jr., H. L. Buehler, M. S. 
Bandoli, and C. C. Buehler. Field executives included L. P. Naylor, Eastern Regional Manager; Kurt Vasen, Western 
Regional Manager; F. G. Hulburd, Assistant to the President and Executive Representative in Washington; K. A. Adams, 
Special Assistant to the General Sales Manager, and F. S$. Himebauch, Manager of the Chicago Branch. Approximately 
75 key men from the company's manufacturing, research, and distribution divisions made up the balance of the group. 
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Better 
Business 


RIGHT: 


CARBON THAT 
STAYS FLAT. It's a new 
non-curl product of Kee 
Lox Mfg. Co., Roches- 
ter, N. Y., known as Sta- 
Flat carbon paper, and 
maintains the high 
standard -of economy 
and long wear that has 
always been a feature 
of Kee Lox quality. This 
carbon saves paper, 
time and temper. 


ABOVE: 


ALL PLASTIC NAMEPLATE. Plastic throughout, transparent and 
impressed with your name as shown in sample above, this new 
Nameplex desk identification is produced by Plastic & Metal 
Products Co., 2717-2721 No. Darien St., Philadelphia. The ends are 
curved back and the plastic sheet is beveled slantwise so that the 
plate stands at a slight angle on the desk or table. Material is 
Lucite. Without self easels Nameplex may be applied as a counter 
sign or mounted on a wall or door. 


RIGHT: 


WITHHOLDING RECEIPT ENVELOPE. Its a new special 
window envelope to fit the W-2 withholding tax receipt, pro- 
duced by the Northern States Envelope Co., 300 E. Fourth St., 
St. Paul, Minn. Recipient's name on tax receipt shows 
through special window and eliminates addressing. This 
envelope is another Justrite product, and is made of tough 
kraft stock for safety mailing. They are plain or printed with 
corner card. Sample on request. 
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ABOVE: 
SOUND SYSTEM. This SW 80 is a representative standard 


Bogen sound system featuring complete program supply and 
intercommunication facilities. Housed in a handsome con- 
sole it includes an all-wave, high fidelity radio tuner, loud- 
speaker, two amplifiers, 12" turntable with automatic record 
changer optional and two microphone pickup channels for 
program supply. It has magic eye tuning, and a visual vol- 
ume level indicator. The system provides full intercommuni- 
cation for up to 80 stations with push button selection and 
provision for two-way origination of calls. Simultaneous pro- 
gram supply and intercommunication is possible with this 
unit. The system has many advanced features. Custom con- 
sole designs are supplied when required. The system is 
offered by David Bogen Co., 663 Broadway, New York. 
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BELOW: 


POCKET SECRETARY. A streamlined utility pocket secretary 
by the makers of Memindex. This "Pocket Pal’ has 158 special 
cards, and contains a week-at-a-glance remi , correspondence 
cards, “Not In" calling cards, daily budget or expense cards, 
hotel reservation cards, identification cards, note pad, and parcel 
post mailing stickers. It has individual pockets for bills, papers, 
checks, etc. In genuine leathers, Morocco and pigskin. By 
Wilson Memindex Co., Rochester, N. Y. 
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The P. A.'s right to determine the goods he buys, from whom he buys them— 


Purchasing Agent’s Stake in Free Enterprise 


By Robert C. Swanton 


President, National Association of Purchasing Agents; 
Purchasing Agent, Winchester Repeating Arms Co. 


% PRIOR to the election last November both 
presidential candidates voiced approval of the 
free enterprise system, and it may seem that if 
both political parties are for it we can feel as- 
sured the coming peace will automatically bring 
that freedom back to us. All that may be the fact, 
but I believe businessmen must keep free enter- 
prise before them all the time, not because we have 
lost it but because we can lose it if we forget “the 
price of freedom is eternal vigilance.” 


Bad Trend 


In a recent radio broadcast Dr. Ray B. Wester- 
field, Professor of Economics at Yale University, 
said, “Step by step our country has proceeded to 
desert our traditional American way of life, our 
reliance upon private enterprise to direct our 
economic forces, and instead, to depend upon the 
superior wisdom and more benevolent heart sup- 
posed to reside in the bureaucratic chambers at 
our Federal Capitol.” Millions of people in other 
countries have gone down to slavery by first will- 
ingly giving to the state their rights as free men. 
Abraham Lincoln said, “This Union cannot endure 
half slave, half free.” The words “free enter- 
prise” mean to business what the word “freedom” 
means to all men, and unless we have free enter- 
prise we can never be fully free men. 


*A recent address before the Purchasing Agents Associa- 
tion of New York. 


No important part of business management is 
more concerned with the preservation of free en- 
terprise than the purchasing agent. The right to 
determine the goods we buy, from whom we buy 
them—the right to negotiate the terms of pur- 
chase, to determine values—the right to contend 
for open markets and free competition, to use our 
own judgment in procurement under the natural 
laws of supply and demand—all of these rights 
have come to us under a system of free enterprise 
—the same system that has made our country 
great, developed its resources, and given its citi- 
zens the highest standard of living the world has 
known. To give up any of these rights is to weaken 
the function of purchasing, which in turn will 
weaken the foundation of business and industry 
on which our free economy has been based and 
must be based to guarantee our future. 


War-time Measure 


As a war-time necessity to help build the great- 
est war machine in all history, we have submitted 
to regimentations, restrictions, and controls so 
foreign to our concept of free enterprise that at 
times it has seemed impossible it could work. 
That it has worked is due in a large measure to 
patriotism, co-operation, and determination of 
purchasing men to do the job. 

Donald Nelson, then chairman of the War Pro- 
duction Board, told us at the last convention of 
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the National Association of Purchasing Agents, 
that purchasing agents have done a magnificent 
job. General Browning, director of Purchases 
Division, Army Service Forces, told us that studies 
show about 50 per cent of the billions of dollar 
value of prime war contracts is in turn placed by 
purchasing agents in subcontracting for materials 
and supplies. He emphasized the purchasing 
agent’s job as being more important today than 
ever and stated we as a group occupy one of the 
most strategic positions in war-time pricing and 
production, as well as in post-war operations. 


Most Fascinating 


I have said many times purchasing is the most 
interesting part of business management. It surely 
is the most fascinating under a free enterprise 
system. We as buyers can never know as much 
about the materials and goods we buy as the 
fellow who produces them. The production and 
sale of one of them may be his life work. The pro- 
curement of many of them is our job, but we can 
learn much by the study of each basic commodity 
we buy or that enters into the products we buy. 


Important Factors 


The daily news and business press are most im- 
portant factors in forming buying opinion. So 
much of current domestic and world news bears 
on the price and availability of materials that the 
purchasing agent is news-conscious all the time. 
Fires, floods, droughts, rains, strikes, political 
changes at home and abroad, actions of pressure 
groups in government—all the things that can 
happen to affect the economic life of the world— 
affect the buying judgment of the purchasing 
agent. Our free, uncensored, uncontrolled press 
is invaluable to us in keeping us informed on so 
many particulars affecting the goods we buy and 
the markets we deal in. 

Now, there are people who would like to take 
the burden of selective buying off the shoulders of 
the purchasing agent, and in fact they would take 
every responsibility off all management by gov- 
ernment regimentations, bureaucratic control 
and repeal of the law of supply and demand. The 
process of controlling supply and demand would 
be effected by a bureau control of production and 
price of materials. That would mean purchasing 
agents would become statistical clerks and order- 
placers, and salesmen order-takers. Business 
would be done by filing the proper forms rather 
than by negotiation. ; 

Such a system would dull individual initiative, 
hold back progress in the development of new 
products, freeze risk capital, and lower our stand- 
ard of living. Free enterprise built the industries 
large and small that have produced all of the goods 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


and materials needed to arm and sustain our own 
forces as well as to give aid to our allies. I doubt 
if any other system could have accomplished that 
miracle of production. 

As a comparison between bureaucratic and pri- 
vate enterprise operation, let’s take one big indus- 
try—the American railroads. They were com- 
pletely under Federal control as a war measure 
from January Ist, 1918 to February 29th, 1920. 
Many-of us remember that operation and what a 
sorry mess was turned back to private ownership 
when it was over. Under Federal operation losses 
were over one billion dollars—over one and a half 
million dollars per day of government control— 
and operating costs were about doubled. The rail- 
roads had to borrow a billion dollars for necessary 
improvements when they took back control of 
operations. 

During this war, under private management our 
railroad systems are carrying two and a half times 
pre-war freight and four times pre-war pas- 
senger traffic, and that is about double the maxi- 
mum load during the first world war. Our rail- 
roads have done and continue to do a tremendous 
job for us. 

Comparing the two war-time operations, if any 
one large industry has earned the right to remain 
free it is the railroads. 


New Conditions 


When we return to peace-time production, I 
hope under full free enterprise, we will be faced 
with new conditions and market situations, a 
tremendous demand for civilian goods that have 
been withheld from production, and an inadequate 
supply of materials to make them quickly avail- 
able. To illustrate the condition of demand and 
supply that may exist at that time I recite some 
very revealing figures I have lifted from an ad- 
dress by Professor Sumner Slichter, Lamont Pro- 
fessor of Economics, Harvard University, and 
chairman of the Research Advisory Board Com- 
mittee for Economic Development. He points out 
that within two years after the end of fighting 
Federal expenditures will drop from ninety billion 
to twenty-five billion a year, the greatest and 
swiftest disappearance of markets in all history. 

To offset this sudden drop of sixty-five billion, 
he estimates the accumulated needs of American 
consumers and American business enterprise will 
be at an all-time high; the demand of consumers 
durable and nondurable goods at one hundred and 
six billion dollars—the first time in our history 
the demand for consumer goods has exceeded one 
hundred billion a year; demand of national, state 
and local governments at thirty-one billion dol- 
lars; business and residential building at twenty- 
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Resumption of manufacture of typewriters will 

spell the end of many a semi-antique now func- 

tioning in the country's offices. At right, a real 

antique, long since retired—the Hall typewriter. 

Thomas Hall of New York invented this ma- 

chine, which was complete in 1866 and sent to 
the Paris Exposition in 1867. 


“e 


Ban on Machine Production Ends 


* V-E DAY has brought about what office ma- 
chine dealers have long been waiting for—the 
ending of government restrictions on production 
of typewriters and office machines. 

Restrictions on production and delivery of type- 
writers were removed through revocation on May 
11th of Limitation Order L-54-a. 

“Because all manufacturers have been heavily 
engaged in war production, they have been unable 
to produce enough typewriters to meet essential 
military and industrial requirements,” WPB said 
in announcing the news. “This necessitated regu- 
lation under L-54-a of distribution of the type- 
writers that could be made. 

“Some manufacturers of typewriters still are 
producing war materiel principally. Until these 
war production obligations are discharged by the 
completion or cancellation of important contracts, 
they will be unable to reconvert their facilities and 
transfer personnel to typewriter production. 

Authorization on Form WPB-1319 is no longer 
required for the purchase of a new typewriter.” 


All office machines released 


Limitation Order L-54-c, controlling production 
of all types of electric and non-electric office ma- 
chines, exclusive of typewriters, was revoked on 
May 15th. 

“Since manufacturers have been producing 
numerous types of office machines as well as war 
goods throughout the war period, and since some 
of their military contracts already have been re- 
duced, and further cutbacks are anticipated, most 
types of office machines will be available soon,” 
WPB said. 

In L-54-c, office machines were classified in 
three groups, with separate controls for each 
group. 

Both production and distribution of one group 
of office machines were controlled by the order. 
In this group were nineteen classes of machines, 
including accounting, bookkeeping, adding, ad- 
dressing, calculating, tabulating, duplicating, and 
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other office machines. Manufacturers were per- 
mitted to make these machines to fill WPB-ap- 
proved orders from military and essential indus- 
trial users. In addition, they were permitted to 
maintain inventories of these machines equal to 
20 per cent of the dollar value of the same types 
of machines billed by them in 1941. WPB ap- 
proval no longer is required on orders for these 
machines. 

Production of another group of office machines 
—autographic registers, change making machines, 
and shorthand writing machines—was permitted 
at an annual rate of 80 per cent of the dollar value 
of the same types of machines billed by manu- 
facturers in 1941. Distribution of these machines 
was not restricted. 

Manufacture of machines in the third group— 
cash registering machines, perforating machines, 
and stamp affixing machines—was prohibited. 
Sales from inventory were permitted, however, 
since L-54-c did not restrict distribution of these 
machines. 


No MRO blanket ratings 


Application or extension of blanket mainte- 
nance, repair, and operating supplies ratings to 
obtain office machines or typewriters has been pro- 
hibited by Direction 11 to Priorities Regulation 3, 
issued May 12th by the War Production Board. 

Delivery of typewriters and certain types of 
electric and non-electric office machines previously 
was subject to WPB authorization on Form WPB- 
1319. With revocation of L-54-a and L-54-c, such 
authorization no longer is required. However, out- 
standing authorizations for delivery of type- 
writers and office machines remain in effect. Pur- 
chase orders placed under these authorizations 
carry an automatic rating of AA-5, unless specifi- 
cally uprated. 

The present prohibition of blanket MRO rat- 
ings, in conjunction with elimination of delivery 
authorizations on Form WPB-1319, will facilitate 
orderly distribution of typewriters and office ma- 
chines through normal channels, WPB believes. 
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P. A. Lawrence 


Post-War Trends 
in the Office 


By P. A. Lawrence 


Methods Research Division 
Burroughs Adding Machine Co., Detroit, Mich. 


(Concluded from the May Issue) 


Il. Job-Methods Analysis 


In most offices made busy by the war there has been 
too little time and help available to maintain the most 
efficient methods in many positions. Also, the incentive 
to keep down costs during war is never as urgent as it 
will be in the years ahead. But when governmental 
regulations are eased, and more normal markets prevail 
in which to buy and sell, and more efficient staff and 
newer office tools are available, we will have an ideal 
opportunity to streamline the office and make it a better 
instrument of managerial control. 

Before the war, many well-known companies had 
organized staff control units to supervise both training 
and methods. Many others had departments functioning 
in methods alone. With that experience to aid them 
when war started, a committee of management engineers 
was enlisted to organize the Army Service Forces for the 
War Department. As a result, this staff control unit 
has done a brilliant job for Gen. Somervell. 

In any business, we all know how departmental rela- 
tionships and prerogatives must be observed to obtain 
harmonious and effective cooperation. Therefore, 

1. A methods control unit should report to the highest 
operating officer and have his obvious support. 

2. They should have responsibility for methods, forms. 
and procedures which they originate or which are referred 
to them for decisions, with full authority to enforce their 
recommendations, when necessary. 
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3. The staff members should be selected for their 
ability, be paid well, and relieved of routine duties. 

Whether the office is large or small, a logical starting 
point in improving methods is, a desk-to-desk job analysis, 
in one department at a time, for it is here where person- 
nel and methods meet. It is here where we must look for 

Duplicated procedures 

Diluted duties 

Bottle-necks and retraced flow of work 
Outmoded forms and unnecessary reports 
Necessary but expensively prepared records,— 

.and other costly operations 
and you'll probably be surprise at what you find. 

Now there are many ways to proceed with this study 
but it’s well to remember that most of the desired infor- 
mation is in possession of the worker. We can best obtain 
it from him, and at the same time test his ability to 
organize it, by making him a partner in the study. 

First he fills in a job description blank, detailing the 
job by steps, noting the short-cuts fcllowed, common 
errors to avoid, and attaching samples of work performed. 
This is the basic information which any methods unit 
must have before recommendations for improvement can 
be made. 

After the reports are corrected, the related positions 
are coordinated by flow charts and illustrated by forms 
with instructions for standard departmental use. The 
same information is the basis for the rating of positions 
in respect to personnel qualifications, minimum produc- 
tion, salary range, etc. 

Before passing from methods analysis, I will mention 
one of its interesting results in department stores which 
has been accelerated by the war and will continue into 
the peace. I refer to the cycling of work, to level the 
periodical peaks which occur, particularly at the month- 
end. In customers’ accounting, for example, we are so 
accustomed to daily posting and month-end closing and 
mailing of statements, we scarcily realize what is taking 
place. 

Formerly only public utilities and some oil companies 
used cycle billing of a portion of the accounts each day. 
Today we find department stores with a large number 
of accounts but small activity per account, filing their 
charge and credit tickets until the cycle date and then, 
in one operation, instead of five or six, listing the items 
to the statement, and producing the credit history ledger 
in totals, as an automatic by-product. 

The savings in machines and operators is obviously 
substantial. The plan that was specialized in a few lines 
of business yesterday, is re-adapted to other lines today, 
and becomes commonplace tomorrow. 


lil. Forms Analysis 


A third opportunity for practical improvement arises 
from the use of office forms. We will only briefly discuss 
this topic. 

We realize that many smaller firms cannot support a 
full-time methods unit although it could consist of one 
man. In such cases a simple starting point in increasing 
the efficiency of the office, is to assign someone to gather 
all the forms in use and analyze them. Almost anyone 
can undertake that. The office has been referred to as 4 
paper-work factory. Nearly all clerical work is connected 
with the preparation or the later handling of some form. 
The plan is to take two sets of the forms and group them 
by departments or functions. The first set should remain 
intact, the second set to be used for making notations. 

One large national firm, an insurance company, Was 
able to reduce its forms from 17,000 to 11,000 by these 
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HERE’S WHY PERMANENT 


kup SAVES YOU TIME AND MONEY 


Easier on rubber and metal pen parts! 
Needs no acid solvent! 

Keeps pens clean; desk sets flowing! 
Usable to the last drop! 

Does not waste in open air! 

Quick drying—needs no blotter! 

e Assures clean, legible records! 


e Is permanent; will not fade out, 
wash out or boil out! 


* 
DESK BOTTLE WITH TOP WELL FEATURE 


Pens get correct amount! 
Pens, fingers stay clean! 
Records are neater! 


Bottle needs no props to use last 
drop! 


LERMANENT ROYAL pve, 


ONLY SKRIP HAS THIS PATENTED 
“AIRWAY” SPATTER-PROOF POUR OUT 


SKRIP pours quickly, simply, easily. There's no > 
bubble, no gurgle but a free, safely-controlled 

flow. Fingers, clothing, furniture, rugs are 
neither spotted nor spattered. This one feature 

alone is a big time, labor, and money saver with 
SKRIP quart and pint bottles. 


SHEAFFER'S 


W. A. SHEAFFER PEN COMPANY, FORT MADISON, IOWA 
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= IN THE MIGHTY 


| Yes, your turn, Mr. Retailer, to run 
ia up your quota by a terrific hard-to- 
= make 60% over the last drive—to 
ne help sell America’s $4 billions in E 
Bonds against only 21/2 billions last 
time. 


That’s the reason for the mighty 
Retailers’ 7th War Bond Invasion, 
starting with B-Hour on B-Day, May 
14th. As Secretary of the Treasury 
Morgenthau declared, “War Bond 
Dollars may aptly be described as 
Invasion Dollars fighting side by side 
with our men as they inch their way 


i | GEYER PUBLICATIONS 4 260 FIFTH AVENUE 4“ NEW YORK I, N. Y. 


* This is an official U.S. Treasury advertisement prepared under the auspices of Treasury Department and War Advertising Council *' 
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THEY RAN UP YOUR FLAG... 


to victory on the far-flung battlefronts 
of the Pacific.” 


The Retailers’ War Campaigns 
Committee has set three objectives: 


1. Retail Employees Buy Extra Bonds. A 
quota formula, based on wage scales, has 
been set. Find your employees’ quota—and 
ask them to make it. 


2. Substantially More Of Your Promotion 
Budget to Sell 60% More E Bonds. This 
means more newspaper and radio advertis- 
ing and more interior and window displays. 


3. Sell More Bonds. The retail quota is 
$500 per employee. Enroll your employees 
in a 3rd Army or Navy Task Force of hard- 
hitting bond sellers. 


' The Treasury Department acknowledges with appreciation the publication of this message by 


TO RUN up YOUR Quora 


YOUR sos 


The Retail Campaign Book is 
your “order of the day” book 
—for every day—in the 
Mighty 7th War Bond Inva- 
sion! If you haven't a copy, 
get in touch with your local 
War Finance Retail Chairman. 
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Ball-Bearing Fountain Pen 
Holds Year's Supply of Ink 

Using a miniature ball-bearing as its writing contact, 
and a new process viscous ink, a new writing instrument 
which rolls the ink onto the surface dry, instead of inscribing 
it wet with a pen point, soon will be available to the armed 
forces. The revolutionary new pen will be released for 
general sale as soon as production problems will permit. 

Henry Martin, president of the Eterpen Co., of Buenos 
Aires, has announced completion of an agreement with 
Martin L. Straus II, president of Eversharp, Inc., and J. C. 
Musser, president of Eberhard Faber Corp., a subsidiary of 
Eberhard Faber Pencil Co., whereby Eversharp and Eberhard 
Faber receive exclusive licenses for manufacture of the new 
pen in the United States and for exclusive distribution in 
the United States, Alaska, and Hawaii. Eberhard Faber and 
Eversharp own the patents on the new pen in Mexico, Cuba, 
Central America, and the Philippines, and will be exclusive 
manufacturers and distributors in these areas. 

In the Louis Sixteenth Room of the Hotel St. Regis, New 
York, May 19th, while the cocktails poured smoothly and 
music filled the air, Dr. J. Hamm, in charge of the Ever- 
sharp laboratory, put the new pen through its writing paces 
under and over water, and in conditions duplicating those 
of 100,000 feet in the stratosphere, and wrote with the 
greatest of ease on ordinary paper, blotting paper, leather, 
and cloth before a large audience of press representatives, 
who watched the new pen write its messages on saturated 
paper and cloth, at 20 degrees below zero, and 150 degrees 
Fahrenheit, without spreading or smearing. 

The new pen operates on the principle of capillary attrac- 
tion, with a miniature ball-bearing writing contact which 
will write in hair-lines or in bold and heavy strokes. The 
pen cannot leak or drip. Ink cannot be shaken out of it. 

The ink cartridge of the pen will be made in several sizes, 
the largest of which contains at least a year’s supply, enough 
for 257 continuous writing hours, and can be replaced with 
another cartridge in 20 seconds without staining the fingers. 
Cartridge refills, which will be sold separately everywhere, 
will come in washable or permanent ink and in all colors. 

The pen also will be made in a special smaller model for 
women’s handbags, without clip, containing a six months’ 
ink supply. 

The pen is the invention of a Hungarian, Ladislau Biro, 
with whom negotiations were originated by Eberhard Faber. 
Numerous refinements of its commercial adaptations and the 
invention of its refill cartridge were contributed by the 
experts of Eversharp’s research and product development 
engineering departments. 


Remodeling and Enlarging Offices 

Almost a year old, The Consolidated Office Supply 
Co., 711 S. Dearborn St., Chicago, remodeled and enlarged 
its offices late in May. 

The company was formed last July. Owners are David 
H. Greenberg, Morris Brody, and Jerome R. Goldwach, all 
of whom have been in the stationery industry for many 
years, and are well-known in the trade. 

In April of this year, Al Kennedy, formerly with Horder’s, 


Inc., Chicago, for twenty years, joined the Consolidated Co., 
as sales manager. 


Offers Complete Writing Set Line 

One of the most varied and complete lines of Lucite 
and Plexiglas writing sets to be offered by the company, is 
announced by Max Lewis, president of Almac Plastics, Inc., 
322 East 23rd St., New York. 


These writing sets are one of over seventy popularly priced 
attractions offered in the Almac Catalog. 
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FOR Quick 
CONVENIENT 
CARD FILING 


THE TWIN—2400 CARDS 


The newest most compact 
card file!... Handsome!... 
Handier! . . . Saves Space! 


Rock-A-File’s unique feature of 
rolling open broadside makes 
the difference. A flick of the finger 
puts the entire contents in full 
view, perfectly aligned and in- 
stantly accessible. Space is saved 
wherever it’s used—on the edge 
of a desk, small table or window 
ledge—for in use or not in use 
Rock-A-Files are only 15 inches 
long, and the width increases but 
slightly when in use. 


Rock-A-File Single and Twin Card Files 
are available in Standard Green or Gen- 
uine Walnut in the 3 popular card sizes. 
Order from your stationer or office sup- 
ply dealer. Inquire about the sensational 
Rock-A-File Space-Saving Letter Files. 


ROCKWELL-BARNES COMPANY 
35 EAST WACKER DRIVE © CHICAGO 1, ILLINOS 
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AMERICA'S 
FASTEST SELLING 


| |DRAWING INSTRUMENTS 


Set #814 


Competent artists and draftsmen know the importance of working 
with fine instruments. They know that the name of CHARVOS 
on drawing instruments is their assurance of highest quality and 
dependability. Despite present conditions, we have a large 
stock and a wide and varied selection. The prices are surpris- 
ingly low. 


SET 814 (illustrated above) DeLuxe Set with Center Wheel Bow In- 

struments contains: Compass, 6", new streamlined design with knuckle 

joint in each leg, straightening device, head adjustable for desired 

tension, Pen and Pencil Parts, and Lengthening Bar. Divider, 6", equip- 
with micrometer adjustnien, anu sension-adjustable head. 

Bow Divider, 334", center wheel adjustment 

Bow Pencil, 33%", a = 

Bow Pen, 3%4"', center wheel adjustmen 

Ruling ie octagon shape carbon steel with hand finished point 

Screw Driver, Needles, Leads, and Parts 

Velvet lined two flap pocket-type case. 


PRICE: $18.00 Each 


SET 612 Contains: Com- 
pass, 6'', Straightening De- 
vice with Pen and Pencil 
Parts and Lengthening Bar 
Ruling Pen 5!/." 

Bow Pencil 33," 

Bow Pen 3%" 

Screw Driver with Needles 
and Leads. Velvet lined 
two flap pocket-type case. 


PRICE: $10.80 Each 


SET 614N 

Compass, 6", Straightenin 
Device with Pen and Penc 
Parts and Lengthening Bar 
| Ruling Pen 5'/." 

| Divider, 6" with Straighten- 

ing Device 

Bow Divider 3%" 

Bow Pencil 3%" 

Bow Pen 3%" 

Screw Driver with Needles 
and Leads. Velvet lined 
two flap pocket-type case. 
PRICE: $15.00 Each 


One of America's foremost suppliers of material to artists 
| | and draftsmen. 


fe The Department Store of Art Materials 


) ARTHUR BROWN & BRO. 


67 West 44th St., New York 18, N. Y. 
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Post-War Trends 
(Continued from page 44) 

methods, and saved $134,000 annually in printing expense 

alone. Another, an electric manufacturer, with fewer 

branches, saved $30,000. Of course, the clerical savings 

can be even greater. Here are four good tests by which 

a necessary form can well be judged. 

1st. Is the information it furnishes adequate for the 
needs? 

2nd. Is the form properly designed for printing, entry, 
reference, and filing? 

3rd, Is it up-to-date and available when wanted? 

4th. Iis it produced at a cost comparable to its value? 
When you analyze your office records, try these simple 
tests on all of them. 

IV. Trends in Accounting Records and Machines 

In discussing our last topic, accounting records and 
mechanization, we might start by pointing out the 
importance of maintaining a balanced perspective as to 
the relative importance of accounts and reports as media 
for control. We have heard and read much of “control 
through reports” or similar discussions which seem to 
imply a somewhat exclusive function of reports in man- 
agement. It might better read “control through account- 
ing data.” 

Reports and current accounting records are both neces- 
sary for control. They supplement each other. But as 
we come closer to the actual operation of any business, 
as contrasted with remote administration, we find that 
current accounting records, currently balanced, become 
an even more important instrument of control, as we 
shall see. 

From the earliest days, the development of machine 
records has paralleled the needs of business whose opera- 
tions it reflects. Never has this been more true than in 
the recent years during which there has been a steady 
trend toward centralization of functions, both in the 
business and government. This trend has steadily re- 
quired more centralized information. 

Now the function of control rarely is satisfied by a 
single record, a single fact, a single balance. Related 
data must be coordinated and interpreted together, if 
management is to have a complete picture as a basis for 
action. The first result, therefore, has been the rapidly 
increasing use of records with multiple balances, which 
are produced by highly automatic machines. 

And another objective of centralized control is economy 
of clerical-accounting operation. So here the trend has 
been toward the combining of related records and pro- 
cedures and the use of more direct methods in their 
preparation. In other words the principles evolved by 
methods men are sometimes stated about as follows: 

1st. Combine the preparation of related records that 
have common entries, into a single posting operation, if 
practicable. 

2nd. Combine these related records into a single form, 
showing the several balances, providing their use is 
centralized. 

3rd. Wherever possible, use the media (or copies) 
created at the source to post directly to the final records, 
without creating intermediate media. 

Now, let us apply these principles to some of the records 
of money, materials, and men, by which government and 
business alike are controlled. 

One of the first steps in controlling the operation of a 
governmental unit or a business is to budget certain 
moneys by funds and make an allotment for particular 
purposes. This establishes a limit against which orders 
are placed and expenditures are made, subject of course 
to changes in budget allotments. The old method was 
to maintain one record for orders, another for expendi- 
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BEFORE 'F0MO-t-FIS 
DOES THIS TO YOU... 


Plorrice MGR PS 4 
(a 


te 


cet rour FREE COPY or tHe New BOOKLET 
THAT: MAKES FILING QUICK... EASY... ACCURATE! 


Dedicated to Secretaries and File Ohio. “Headquarters for Modern Office Engineering.” 
Clerks in Distress, this authorita- Safeguard System and Globe-Wernicke Wood Files are 
tive easy-to-follow booklet is en- perfect partners for easy filing, speedy finding, effortless 
titled ‘‘Find-i-tis*, Its Causes operation. 

and Cure.”’ It makes clear the 

basic principles of successful filing, BUY THAT WAR BOND NOW! 
and is a guaranteed time-and- a 
temper saver, regardless of the fil- set 
ing equipment now in your office. ~e 
You’ll say it’s worth its weight in gold—yet it comes to you . 
absolutely without cost or obligation. Ask your G/W 
Dealer, or write today —on your company letterhead, please 
—to the Globe-Wernicke Co., Norwood 12, Cincinnati, 


*Inability to find what you have filed. 


Visible Record Systems: 
Office Furn ae 


Bookcases 
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fit 


to use, brilliant, with an extra- 
long life span. And Carter’s 
Stickless Pencil Carbons are 


available in odd sizes, too, to 


ew BET you need help 
these days! So take a tip 
from the kitten: use pencil 
carbons that never stick to the 
forms and waste time! In other 
words, use Carter’s Stickless 
Pencil Carbons. 


These fine carbons are clean 


your special requirements. 


THE CARTER’S IN 


K COMPANY 


Boston, Massachusetts 


Carbon and Ribbon Specialists | 


W wu the quality that only Crown line 
products can give you . . . brought to you 
with unparalleled service and dependability. 


ee 


CROWN PREFIX-AFFIX 

DATERS 

With these words: Rec'd, Paid, 

Ans'd., Ship'd., O.K., Chg'd., 

C.O.D., Filed, Canc. 
CROWN NUMBERERS 
Strongly constructed. Crown 
Numberers and Markers are 
good for the long pull. With 
clear numbers in various sizes. 
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Office Efficiency depends upon 
- perfection in every detail... 
That’s why so many dealers sell 


~ BARKLEY Filing Supplies 


Patent No, 2248355 and D 12818 


THAT smooth running office 
... that incomparable filing de- 
partment which functions fault- 
lessly, is never the result of 
chance. This day-in, day-out 


department is clicking. Selling 
the BARKLEY FINDIT SYSTEM 
. » » Control Guides, Miscellan- 
eous Folders, Individual Fold- 
ers, etc., assures a filing job 
well done. Yes . . . BARKLEY is 
“business insurance” in every 
filing department. BARKLEY is 
YOUR best buy. 


“VERTICAL | 
. FILE FOLDERS 


_ VERTICAL _ 
Srne Tae Established 1921 


Manufacturers of Filing Supplies 
EFFERSON STREET CHICAGO 


efficiency means that the filing. 
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tures, another for allotments, etc. Entries on each record 
duplicated in part the entries on another. At the mo.th- 
end it was necessary to re-add certain debit an credit 
columns, to obtain all totals needed for reports. Then 
the reports had to be written separately and checked back 
against the ledgers. 

Today, instead of separate one-balance records, the 
modern method produces a budget ledger with four or 
five balances, such as Total Budget Orders Outstanding, 
Total Expended, Total Unexpended, and Free Balance 
remaining. These several balances may be printed auto- 
matically. The complete picture of the allotment and 
everything that happens to it is disclosed on one form, 
thus providing better control. It-is up-to-the-minute for 
authorization of new requisitions presented and other 
references. In most cases the original documents are used 
as the source for posting, directly to the final records. 
There is no duplication of entries. Statements for the 
various departments are prepared simultaneously by mak- 
ing carbon copies. 


Adopted in Late Twenties 


This type of budget ledger began to be adopted by local 
and state governments in the late Twenties, and in 1935 
the United States Treasury started to use the combined 
record. Today, as you know, industrial enterprises are 
budgeting their activities more than heretofore and obtain- 
ing more effective cost control. In general, multiple 
balance records are appropriate except where centralized 
preparation and use of them are prevented by depart- 
mental or political divisions. 

Accounts Payable offers a frequent application of the 
multiple-form and balance principles. Some companies 
favor a voucher system, some a ledger plan. Many use 
both forms. In one plan, a Remittance Advice or Voucher 
Check, for particular due dates, is posted with a Payable 
Ledger by means of carbon, together with a Distribution 
Ledger and carbon Purchase Journal—four records, all 
at one operation. Many firms instead of distributing all 
items to the Detail Ledgers as the vouchering is done, 
distribute the major classes into columns, which are 
mechanically selected and accumulated for subsequent 
posting in total. Thus, the balances on the Voucher, on 
the Payable Ledger, on certain Detail Expense ledgers, 
and fifteen or twenty of the most active distribution con- 
trol totals, are produced at the same time. The Voucher 
Distribution Journal can show all such entries in voucher 
order, if desired. It takes little imagination to appre- 
ciate the clerical saving, accounting control, and audit 
value of such records. 


Let us apply these multiple-balance possibilities to 
material control, for the planning and production depart- 
ments. Particularly, today, with materials limited and 
plants operating at capacity, it is impossible to have slow 
records and fast production. If control information is 
not geared to the production tempo, raw or semi-finished 
parts are out of stock because somebody guessed wrong, 
and components are not ready at the appointed time in 
the assembly process. A factory could not operate 
smoothly for twenty-four hours without adequate mate- 
rial records. 


But, who would claim today that a single balance rec- 
ord is adequate for such purposes? Consider a ledger 
showing an “on-hand” balance only. It would be impos- 
sible to plan production from such a record, without also 
consideration the portion of the quantity on hand which 
has been reserved for production orders previously entered. 
We would also have to know what action has already 
been taken to replenish stock by purchase or factory 
orders, because materials which have not yet been received 
do not show in the on-hand balance. Neither would such 
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The Favorite 


...for Every Office Purpose 


Waterman’s Inks are available in any size bottle 
you can think of—from gallons, quarts and pints 
to the individual 2 oz. Tip-Fill Bottles shown 
above. 


Waterman’s Inks are available for any purpose you 
can think of—from guarding your precious docu- 
ments and records, to handling your ordinary, rou- 
tine correspondence. 


And remember this: When you buy Waterman’s 
Inks, you’re buying the largest-selling ink in the 
world—the ink made to a 50 year old formula famous 
for smooth writing and safe pen protection. 


Ask your distributor for Waterman’s Inks. He can 
supply you with 8 great colors— including Blue 
Black and Permanent Black, the Inks that “last as 
long as the paper they’re written on.” 


L. E. Waterman Co., 344 Hudson Street, New York 13, N. Y. 


Waterman's 


The Ink that’s right — on the Tip of Your Pen 
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CORALINE 3/0 
Wekdon Rootes 


Made in Newark, USA 


en ees 


NOS. 310,315 CORALINE 
color. Quality clear through. 
bevel ends and sharp edges erase lines ond 


Soft gray texture. Slightly octagonal broad face cleans large colince 


_ shape. Erases ink and typewritinc 
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WELDON ROBERTS RUBBER COMPANY 


. Newark 7, New Jersey 
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“ } — “andy Helper's-4-Question Qu iz 


Ss 
WOW CHECK 


/ 

a * N 
Er. 
1, The important points to look for on 
. paper index tabs are: 
A—Transparency and Chinese water mark. 


B—Durability of stock and heavy gum- 
ming. 


{go JeuogTayeul ye ‘ 
~MyBtoisuu02 A£s9A2 | 


3. Index tabs are easy to write on, if: : 
fig Us nok sqey xep 


A—You slant your pen over your right 
shoulder. 

B—You use a ball point pen. 

C—They are made of finely woven cloth, 


C—Deckle edge and a faint fragrance of Well | sized zed paper. . 
een. 4, . Index ‘tabs ar are available in these four 
2. .Cloth index tabs will stand hard usage types: 
when: . 


A—Tab extensions are strongly reinforced. 

B—They have been tempered in tarragon 

_ vinegar. 

C—They’ve been aged in pressure cham- 
bers 29 hours. 


A—Gummed, Riveted, Pinned, Welded. 

B—Cloth or paper individual tabs, plain; 
cloth or paper individual tabs, printed; 
cloth tabs in strips; cloth tabs on cards. 

C—Aluminum” foil, varnished “cambric, 
fibre, bombazine. 


Check your answers. Then turn the page epeide éoita and see how good you are. 
‘Three right answers place you with the experts. Four right mean you're an ex- 
perienced Dennison dealer. In which case, you know that “Dennison” on a card 


or carton of Index Tabs means real satisfaction for your customers and for you. 


Dennison a 
SS 


FRAMINGHAM, MASS. 
(INDEX TABS CONSTITUTE JUST ONE ITEM IN THE DENNISON LINE OF ESSENTIAL STATIONERY 


SUPPLIES FOR HOME, SCHOOL AND COMMERCIAL USE 
OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 
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PLAYS LEAD PART 


On any office stage Error-No line-by-line copyholders 

play the lead part with typists and stenographers. Error- 

No’s are always a hit because they banish eye strain 
and fatigue. 

Error-No all-steel 


copyholders will be back 
fuwr N in the spotlight as soon 
-NO as they tell us our war 


job is done. 

In the meantime or- 
ders are accepted with- 
out promise of specific 
delivery dates. 


AG. coRP. 


DIVISION OF 


Hall-Welter Co. 


ROCHESTER 7, N.Y. 


cate is > ames @ ned a. ‘ 


OUR CUSTOMERS ARE YOUR BEST one a 


“I am using your fine film stencils When you have a Stencil that customers like so well 
they tell others about it-YOU’VE REALLY GOT 

in my office and the satisfaction SOMETHING! 

that I am getting prompts me to make TEMPO is the line that brings “repeat” business—the 

an effort to get everyone else in most complete line of stencils with or without film! 

this territory started using this All stencils we make are sold only under our own 
brand names. This is a protection to you. We sell only 

kind of stencil." through dealers. 


(A USER IN COSTA RICA) 


WRITE TODAY FOR PRICE LIST AND CATALOG * [=| 
MILO HARDING CO. 


436 WEST PICO BLVD., LOS ANGELES 
317 THIRD AVE., PITTSBURG 


MAKERS OF THE FAMOUS TEMPO FILM STENCIL 


June, 1945 
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BLOTTING 
Dahlia & 
Blue-Bird 


CATALPA 
Bond Pads 


OXBERRY 
MANILA 
* 
HUDSON 
MANIFOLD 
* 
HYMARK 
MIMEO 
and 
BOND 
* 
SUNKIST 
LEGAL 
PADS 


* 
USONA 
TYPE- 
WRITER 
PAPERS 


* 
HYMARK 
LEDGER 
SHEETS 
* 
HYMARK 
CLASP 
ENVELOPES 


* 
HYMARK 
PRINTED 
PAYROLL 

ENVELOPES 

* 

ORANGE- 


“HYGRADE" 
Adding 
Machine 


ROLLS 


More Good News! 


AVAILABLE FOR 
IMMEDIATE DELIVERY 


LEDGER SHEETS—HY MARK 


No. 912A—9/4x11%—Double Entry 
No. 913—9/4x1 1 7%4—Debit-Cr. Bal. 


ENVELOPES — All Sizes 


Coin & Pay—20 & 28 Ib. MLA. 
Official—24 & 28 Ib. MLA. & KRAFT 
Open End—20-28 Ib. MLA. & KRAFT 

Gummed Flaps 


NIKL-PAK AIR MAIL 
ENVELOPES 


No. 63%4 Light Weight—I0 to pkg. 


HYGRADE AIR MAIL 
ENVELOPES 


No. 6% Light Weight—Banded 25s 


minimum 5M to carton 


“FORGET-ME-NOTS" 
FLORAL STATIONERY 


3 color Floral design—Printed on White Rag 
Bond 5!/." x 7" Ribbon Tied—put up in 
attractive 3 color box. 

40 printed shts—40 Plain Shts—40 Env's. 


Minimum 48 to carton 


LIBERATOR CABINET 


A sparkling, patriotic cabinet of paper and 
envelopes. 
Sulphite Bond—Monarch Size 
No. 106—100 shts. & 60 Env's. 
No. 1000—1I00 shts. & 100 Env's. 
Minimum 48 boxes of a number 


COLORED VELLEUM STATIONERY 
Weaves—Lines—Diagonal Stripe 
Effects and Deckle Edge 
Letter & Note Sizes 
Attractively Boxed 


WE OFFER 


Attractively packaged for counter 
appeal and convenience. Eureka 
Book-Pak labels are excellent day in, 
day out profit makers. 


Household and Office Label 


Assortments 
Mailing and Shipping Labels 
Canning Labels Utility Labels 
Alphabet and Figure Books 
Christmas Seals 
Christmas Mailing Labels 


Embossed Metal- 


Write for Catalog 


lic Stars. 
=] 
L. HYMAN & SONS. 
PAPER MERCHANTS 
102 Prince St., New York 12, N. Y. 


46th YEAR OF DEPENDABLE SERVICE 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


a record reflect the total material requirements. 

It is apparent that a record showing several related 
balances is necessary, yet in the past such multiple balance 
records have been limited to manually posted operations, 

Today, in aircraft, ordnance, and many other plants, 
a machine, in one operation posts items “required” for 
the plant, “ordered” from vendors, “received,” and “issued,” 
together with balances on hand, on order, total required, 
total available—all on one form. Again, all balances are 
printed automatically. The relationship of each balance 
to all others can be quickly interpreted, as a guide to 
planning and production. Required materials and other 
reports can be prepared. The plant which does not main- 
tain such a record is probably operating by guess or 
expending more time and personnel to maintain separate 
records than would be required if centralized control 
were established. I think you will agree that office 
machines are keeping pace with modern requirements. 


A Recent Adaptation 


One of the most useful adaptations of the multiple- 
balance and multiple-forms principle has recently been 
developed in the labor accounting field. And here we 
will illustrate a final case where we use our rules flexiblly 
rather than arbitrarily by applying them to part of the 
records but not all of them, and for good reasons. 

Until recent years, the work in the payroll department 
has consisted mainly of calculating the employee earnings 
on the basis of day or piece work, subtracting a’ few 
deductions, making the relatively simple entries on check 
or cash envelopes, then balancing these amounts against 
the total of the earnings calculations. But those days are 
past. As deductions were introduced for insurance, social 
benefits, taxes, bonds, and other items, payroll computa- 
tions became more and more complex. Also, the volume 
of work rapidly increased as the peak employment of 
war-time came upon us. The result is that the time avail- 
able to prepare the payroll has become relatively more 
limited. 

Not only this, but at the same time, the accounting 
requirements have multiplied. Heretofore, the employee’s 
ledger, if one was kept, represented primarily an accumu- 
lation of his earnings. Today, an employee record must 
be kept for a much wider variety of information, and 
also to provide reports which are demanded for total 
earnings, federal insurance contributions, income tax 
withheld, etc. And on top of all of this was imposed the 
war-time program for purchasing bonds, which not only 
requires more deductions from the payroll, but prefer- 
ably records showing the balance held for each employee, 
to apply on the next bond. 


Speed Prime Objective 


The outgrowth of all this development is a different 
conception of payroll preparation. It is now more clearly 
recognized that the prime objective of the payroll opera- 
tion, is speed in pay determination and check writing dur- 
ing the limited time available before pay day. And that 
the prime function of the Earnings and Tax Ledger is 
to provide up-to-date accounting information, to facilitate 
the preparation of periodical reports after pay day. And 
neither should be permitted to handicap the other. 

So now under one plan now commonly used, only the 
employees’ deduction statements and pay checks are com- 
puted and written with the payroll. Always a fast oper- 
ation as you will agree, at the rate of 200 to 300 employees 
per hour, it has been made faster by simplification of 
entries and paper handling made possible by the improved 
plan. : 

Then after pay day, during the more slack period, an 
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~ AICO CELLULOSE PRODUCTS 


“Official U. S. Navy photograph.” 


wn Win U. S. Soldiers and Marines prepare for a land- 
inst ing on some Jap infested territory, these scrappy little 
are Navy Rocket Ships precede them, spitting rockets at the 
cial shore in a constant stream, spraying the beach with high 
vl explosives, literally blasting a path for our fighting men. 
. of 
rail- 
ore Every one of the thousands and thousands of rockets used 
: in these landings contains a high percentage of cellulose 
sed acetate. With our landing operations proceeding at in- 
he creasing tempo, cellulose acetate has been going into the 
Lust manufacture of rockets and fire bombs, and little remains 
and for civilian production. 
otal 
tax ’ 
the If you find your shipments of AICO Visiflex Sheet Pro- Re 
“ae tectors, AICO Protective Holders, and AICO Cellulose ot 
yee, Indexes and Tabbing have been less than you expected, 
we know that you will feel as we do, that the cellulose 
acetate we might be using for these AICO PRODUCTS is 
serving a far more important and vital need today. 
ent 
arly 
“aul These rockets are saving countless American lives—they 
hat cost lots of money. Let’s buy War Bonds—for keeps— 
r is today! bi 
tate TUBULAR EDGE 
And % INDEX TABBING 
int AICO-GRIP TABBING 
bee LOOSE LEAF INDEXES 
per- DESK PADS and 
ees ACCESSORIES 


SHOP TICKET HOLDERS 
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MEMINDEX Desk Unit 
and Pocket Case 


Scientifically 
Indexed Cards 


ee eT 


MEMINDEX—famous pocket memory 
used by successful men and women 
everywhere. The ideal ‘'‘field office’ 
for business and professional people; 
Army and Navy personnel. 


MEMINDEX consists of handsome 
leather Pocket Case and compact Desk 
Unit. Memos and data are kept on 
ruled, dated, and scientifically indexed 
CARDS—transferable from Pocket Case 
to Desk Unit and back—no transcrib- 
ing. A STEADY REPEAT SELLER—many 
instances of refills purchased for thirty 


m consecutive years. Wide range of mo- 


dels and prices. 


0 DAYDEX 


DAYDEX—a high quality, good look- 
ing desk memo calendar with patented, 
exclusive features. Visible Week prin- 
ciple shows all appointments for week 
without turning pages. Model A, Black 
cover, retail $1.50, and Model S, ham- 
mered silver-type cover, $2.00. 


POINTER DAYDEX—Colored plas- 
tic pointer shows day of week. One 
page carries week's appointments. Mo- 
del E, brown case, bright metal fit- 
tings, $1.50. 


@ pocket rat 


Streamlined Pocket Secretary 


Selling like wildfire! A brand-new idea 
in pocket reminders for the traveling 
man and business executive. Combines 
note pad, mailing stickers, dated and 
scientifically indexed cards in new-type 
pocket secretary. 


@ Budget Cards 
@ Etc., Etc. 


FEATURES NEVER BEFORE 
AVAILABLE 
@ Stickers for Air Mail, Spe- 
cial Delivery, etc. 
@ Hotel Reservation Cards 
@ Hotel Identification Cards 
@ Brief Correspondence Cards 


Selection of genuine leathers, $4.25 up retail. 
Write Dept. L, for Complete Details 


WILSON MEMINDEX CO. 


149 CARTER ST. 
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ROCHESTER 5,N.Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Pencil tops colored 
to indicate 
color of lead. 


WRITES ON 


Meal 


WRITES ON 


Coblepphiame 


* NO SHARPENING! 


* LESS BREAKAGE! 
* NO WASTED STUBS! 


BLACK 

RED YELLOW 

BLUE BROWN 
NO FUSS NO MUSS 


FOR QUICK — TROUBLE FREE ACTION ASK 
YOUR DEALER FOR LISTO MARKING PENCILS 
WITH PATENTED LEAD GRIPPING SLEEVE, 
AND REFILL CHINA MARKING LEADS. 


LISTO PENCIL CORP. 


ALAMEDA, CALIFORNIA — 
: SINCE 1921 
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GPEE-OOTIER 


A REVOLUTIONARY DEVELOPMENT 


IN DRAWING DEVICES 


oe ae 


dotted lines fi di = 


INTERCHANGEABLE 
REFILLS 


A. Produces even dotted 
lines 


B. Dash and dot 
C. Dash and two dots 
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“SPEE-DOTTER™ 


ot me Lees ee 


Made in two sizes, transparent plastic, fully graduated 
for ruling and measuring. 


SPEE-DOTTER rushes the finished work of 


draughtsmen, architects, engineers, designers, 
artists, students, layout men, accountants. 


DEALER AND 
CONSUMER 
RESPONSE HAS 


WS 
——s BEEN TERRIFIC! 


Watch for “SUPER C-THRU" 
the little man who points the 


OS? way to bigger profits! 


Write for Further Information and Complete Catalogue 


PULERS - INSTRUMENTS © STEMCILS + PROTRACTORS + OTHER CEvICES 


.. 


 HARTEORD, conn 


June, 1945 


ready NOW! 


NEW, 1945 W-2 
“withholding receipts” 
with serial numbers 


SNAP-APART 
FEATURES 


EASY TO USE 
SAVES 2 THE TIME 
ELIMINATES ERRORS 


@ Government Approved, Printed on Buff Paper, 
with Serial Numbers. You do not have to apply tor your 
serial numbers! We take care of that for you, 

@ Your Name and Address imprinted on Al! 

= Four Copies! 


@ An Extra Copy for Your Own Office Records 


@ Carbon Paper Already Interleaved, Quickly 
Removed with Detachable Stub ! 


AVAILABLE 
IN 6 - SET 
CONTINUOUS 
STRIPS 


Hi Watts’ Snap - Apart 
Forms are also avoil- 
able in continuous 
strips of six sets — perforated between sets for easy sep- 
aration. Especially suitable for companies with large pay- 
rolls. Saves time in inserting forms in typewriter. 


The law ires! W-2 Forms be furnished every 
worker within 30 days after he leaves your employ. 
That means you'll need to have these forms on hand 
et all times. ORDER your 1945 supply NOW! 


WRITE FOR 
COMPLETE 
PRICE LIST 
AND SAMPLES 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 WILLIAM ST., NEW YORK 7, N. Y. 


Mfrs. Snap-Apart and Continuous Carbon 
Interleaved Business Forms. Est. 1897 


See page 34 for Index to Advertisers. 
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OUT OF EVERY 


bstertrvek FOUNTAIN PENS 


ARE TAKEN BY ARMY AND 
NAVY PRIORITY ORDERS 


Two out of every three ESTERBROOK 
Fountain Pens are being shipped to 
our fighting men and women. 


When your customers know this they 
will understand if you are out of 


ESTERBROOK Fountain Pens. 


THE ESTERBROOK PEN CO. 
Camden, N. J. 


Canadian Repr 


The Brown Bros., 


ives: 
Ltd., Toronto 


NUMBERED POINTS 


| Sstex trvok 


. - RENEW-POINT FOUNTAIN PEN.. 


See page 34 for Index to Advertisers. 


on ACCO! 


e PAST performance has proved the superiority 
of ACCO Products. Acco’s outstanding quality 
and service have consistently offered greater 
sales and profit opportunities and have helped 
many dealers to build large volume. 


e PRESENT demand for ACCO Prod- 
ucts is greater than ever in spite of the 
fact that so much Acco production goes 
for war needs. Customary Acco quality 
and economy is the magnet that attracts 
Acco users. Turnover, profits, business- 
building prestige mean more for you 
now and in the years ahead. .. .. .... 


¢ FUTURE requirements, uncurtailed 
by wartime restrictions, will be met with 
improved ACCO Products. Piled up 
demand is merely awaiting V-day to 
bring you the full reward of good busi- 
ness based on the sound foundation of 
Acco leadership. 


© ALWAYS: standardize on 


ACCO. Start building now with Acco’s 
reputation and quality products. 


ACCO 


PRODUCTS, INC. 


39th Avenue and 24th Street 
LONG ISLAND CITY. N. Y¥- 
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NATIONALS 


‘oe ap-King... WITH METAL TIP— Brown Band 


A REAL Quality 
5c PENCIL 


<a CedarKing @ *RRRREE EHR 223 Nez TI oe 
SI Y - tin e e e IHIN LEAD Colored Pencil 


BEAUTIFULLY PACKAGED | 


FUSE-TEX PROCESSED 


_ NATIONALS “Suse ~Vex” Skytint GH usa 500 Reo thy 


@ Try them at our expense. Send penny postcard, your name and 
address . . . get a pencil free . . . once you use them you'll call 
for National Pencils at your favorite dealer. 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 
NEW YORK 220 FIFTH AVENUE 


ECONOM\ hig sales hooster 


Many users who keep careful carbon paper cost records are amazed 
at the economy of Nev-R-Kurl Carbon Paper. Wartime conditions 
have not affected its quality. These factors plus Nev-R-Kurl’s un- 
matched features are responsible for its consistently increasing sales 
for the past 5 years. 


NEV-R-KURL 
CARBON PAPER 
Will not curl, tree, wrinkle or 


WOOD STAMP PAD 


Pz, Clear Print Wood 

+ a. Stamp Pads last 

_ Gives 55 to 50% more copies per twice as long as the ordinary pad. Wood 
, sheet by actual tests. base never warps or sags, never becomes 
aD mussy or clogged with lint. Easy to re-ink, 
‘S Universal edaptation~same sheet practically indestructible. Made in 4 sizes 


works on standard or noiseless 
typewriters, billing or bookkeep- 
ing machines. 


with choice of inks in 5 colors. 


"1 } SAMPLES SENT WHEN 


requested on business letterhead ° ° 
Philli Rocke Co. Inc. 


192 Mite STREET 
ROCHESTER, NY 


Presidaul 
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THE HOME OF QUALITY PARK ENVELOPES 


FACTS ano FANCIES 


By McGillicudy 


Just before V-E Day, a friend of ours pointed 
to a newspaper map showing how Germany 
was being systematically carved up and said, 
“Well, it won't be long now . . . and with 
Victory in Europe, | suppose you folks will be 
out of the woods on this paper shortage and 
can step up your commercial envelope pro- 
| duction.” 


If we could have said, "Yes, that's the way it Is,” 
we could have joined the ranks of those singing, 
"My dreams are getting better all the time.” 
Unfortunately, however, that isn't the way it is! 


Remember, there’s still a long way to go on 
the Pacific side. While, for the most part, the 
bulk of fighting equipment will not be moved 
to the Pacific from Europe, there will be 
considerable repacking and reshipping. This 
means that the demands for lumber and paper 
will possibly be greater for a time than in the 
immediate past. So we don’t look for any 
ease-up just yet in the paper shortage. 


But we are still making Quality Park Envelopes 
(Leatheroid, Champion Clasp, Blue Line Air Mail, 
Bankers Flap, Air Way Express, etc.) to the extent 
of our ial paper allot f...and we're 
still seeing to it that our dealers get a fair share 
of what is available. We are still on a wartime 
basis here at Quality Park—but we honestly feel 
that the day isn't too far away when we can say, 
"OK, fellows, we're ready—we can fully fill any 
order you send in." 


But wait a minute . . . don’t send a lot of order 
| increases in yet. Wait until | give you the 
green light — and that probably won’t be until 
the red rising sun has been put out for good 
over Tokyo. 


| Order Another War Bond Instead! 


eS ENVELOPE COMPANY 


gyn 2 ama Chicago Office and Warehouse — 
: 564 W. Monroe Street 
St. Paul 4, Tieetsane Chicago 6, Illinois 


Earnings Ledger of real accounting value is produced— 
one that shows earnings to date, federal insurance con- 
tributions to date, income tax withheld to date, and war 
bonds deductions, purchases, and balance—four, five, or 
six balances altogether, instead of one. Peak loads of 
figuring at monthly, quarterly, and annual reporting 
time are reduced. The recent adoption of such a plan 
by so many companies proves its practical advantage, 
However, where time permits all these records may be 
prepared mechanically in one operation. 

These illustrations of accounting records for money, 
materials, and men are only a few where such combina- 
tions can be profitably applied. The resources and opera- 
tions of the entire country, both public and private, are 
registered in accounting records. Financial transactions, 
accounts receivable and payable, equipment records, mate- 
rial and production control, cost and statistical data, as 
well as branch office and plant operation, all require dif- 
ferent types of related information. Often the forms or 
the balances, or both, can be combined, thereby improving 
their reference value, facilitating more centralized con- 
trol, economizing time and reducing costs. 

This trend received great impetus when, in war-time, 
both government and management required more coordi- 
nated information for intelligent planning of war pro- 
duction. The coming of peace should accelerate, rather 
than interrupt the trend, because production at any cost 
will give way to emphasis on production at the lowest 
competitive cost. And the mechanized office will be the 
controlling center, more than ever before. 


Chicago Association Hears Address 
on Usefulness of Job Analysis 

Wm. K. Panzenhagen, senior staff engineer of Business 
Research Corporation, Chicago, brought an interesting mes- 
sage to members of the Office Management Association of 
Chicago when he spoke on the subject of “How Useful is 
Job Analysis?” at the luncheon meeting of the Association 
May 3rd. 

Mr. Panzenhagen reviewed the history of job analysis in 
the field of personnel administration and industrial relations, 
pointed out its specific usefulnéss, and indicated its ex- 
panded use in the office of the future. 

Much has been done to promote the goodwill of employ 
ees, but in the final analysis business will have better and 
stronger organization if it selects its personnel intelligently, 
places it properly, trains it effectively, pays adequately, 
awards meritorious service by promotions, and promotes 
the health and safety of employees while at work, he de- 
clared. This involves a broad program which is partly de- 
pendent upon the completeness and accuracy of factual data 
covering occupations, and to this end job analysis is in- 
dispensable to industry. 


New Handbook on Taber Abraser 

The Taber Instrument Corp., North Tonawanda, N. Y., 
designers and manufacturers of scientific apparatus, have 
just published a new Taber Abraser Testing Handbook. 

The Taber Abraser test is intended to produce swiftly 
under laboratory conditions information regarding surface 
wear of any material due to rubbing abrasion—information 
otherwise obtainable only through time-consuming service 
tests. The handbook describes the function and operation 
of the Taber Abraser in duplicating in measurable terms 
the rubbing abrasion encountered in actual service. 

A long list of leading corporations as well as government 
offices and universities make use of this instrument for 
scientific investigation of abrasion. 

Copies of the handbook may be had from the company on 
request. 
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FAULTLESg 
DURABILT 


— MINUTE BOOK 


WITH ITS METAL BACK 
AND METAL HINGES .. . ITS 
TWO WIDE SOLID POSTS 
--ITS SHORT PULL 
MECHANISM. . IS IDEAL 


for 


CORPORATIONS 
CREDIT UNIONS 
FRATERNITIES 
COUNTY AND 
CITY OFFICES 
BANKS 
ETC. 


* 


STATIONERS 
LOOSE LEAF CO. 


MILWAUKEE 1, 524 N. Broadway 
NEW YORK 3, 114-116 E. 13th St. 


brown grained finish. 


June, 1945 


.. . for writing ease your 
desk workers appreciate 


two ounces of ink — 
fills from any bottle. 


Both base and desk set are made of 
non-critical materials — yet you can 
depend on giving your customers all 
the well-known Handi-pen satisfac- 
tion. Choice of ivory, black or crys- 
tal glass. Set alone, with base, or 
double set with base (illustrated) 
... Your stationer has a supply of 
these handsome sets —at prices to 
suit you. Order from him today. 
Also ask about the Steeless Klera- 
desk. 


Sengbusch Self-Closing Inkstand Co. 
206 Sengbusch Bldg. Milwaukee, Wis. 


please mention Orrice Equipment. Dicest 63 
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lo meet 


all 1945 
Requirements 


Available for Immediate Delivery 


An extensive range of 
PAYROLL and PERSONNEL FORMS 
Latest designs to meet 
current government requirements. 


The series include 
Master Payroll Sheets 
Individual Earning Records 
Bond Purchase Deduction Record 
Supplemental Personnel, Operating, 
History & Application Forms. 


Also many subsidiary forms for 
simplification of payroll accounting 


The "VIC" PAYROLL OUTFIT 
for 25 employees at $5.00 
is complete, compact, simple. 


One-Writing Payroll Systems 
OTHER CESCO PRODUCTS 


Visible Record Books and Forms 
Post, Prong and Ring Binders 
Ledger—Catalog Covers—Indexes 
A wide selection of Commercial Forms. 


WRITE FOR SAMPLES OR CATALOG. 


The C-€- SHEPPARD CO. 


** 4407 21: Street.» LONG ISLAND CITY. N.Y-- 
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The P.A’s Stake 


(Continued from page 42) 


three billion—a total sales demand of one hundred and sixty 
billion. 

He estimates fifty-seven million people employed will 
produce one hundred and fifty-six billion dollars worth of 
materials, the potential supply being very close to the pos- 
sible démand. If General Browning’s figure of 50 per cent 
of government business being in turn controlled by pur- 
chasing agents extends to consumer business, then the pur- 
chasing agents of this country have a seventy-eight billion 
dollar buying job ahead of them for the first year of peace- 
time operations. 

As to the estimated money available to purchase all these 
goods, Professor Slichter estimated fifty-seven million work- 
ing people will have a total income of one hundred and 
thirty billion dollars. After payment of personal taxes they 
would have one hundred and eighteen billion of spendable 
income. On top of that, during the last three years indi- 
viduals have been compelled by sheer scarcity of consumer 
goods to save over seventy-five billion dollars—as much in 
three years as they would have saved in ten at the 1940 
rate. Their present holdings of cash, demand deposits, time 
deposits, and war bonds are double their holdings at the 
end of 1940. 

Money Saved 


And business enterprises have been saving money too, 
despite heavy taxation. Between 1939 and 1943 their hold- 
ings—cash, bank deposits, and government securities—have 
increased twenty-five billion dollars and net working capital 
is up seventeen billion dollars. 

In these figures we may have the probable true demand 
and the possible supply for years immediately following the 
war. They are not far out of balance as an over-all picture. 
The unbalancing can come if immediate demand backed by 
all that surplus cash competes for the limited supply imme- 
diately available for consumer goods production. This con- 
dition could lead to scare buying—a wild scramble to get 
the most first, and that usually means overbuying. Such 
buying creates a false demand, and false demand creates 
oversupply. Inventories become too high and burdensome. 

The history of every depression and major business re- 
cession points out one large contributing factor—“too much 
inventory.” When the pipeline of materials and goods is 
filled to bursting from the producer of raw materials through 
to the dealers’ shelves, look out for trouble. The advantages 
of scare buying are so small and so temporary as compared 
to the cumulative eventual disastrous result that we must 
discipline ourselves to orderly procurement based on true 
demand. There are other good reasons for inventory control. 

First, I like to think the free-enterprise-created industries 
which have produced in four years more war materials than 
all of the totalitarian axis countries in ten years can quickly 
supply any shortages in materials required for peace-time 
consumption. 

Second, whenever a commodity has become scarce and 
over-priced for more than a short period, necessity, the 
mother of invention, has put inventive genius to work and 
brought forth a new and competitive material and private 
enterprise finances and produces it. 

Third, there are all of the new inventions held back for 
these war years because they could not contribute to the war 
effort, and which will be available for peace-time use. 
Larger still, there are the new products, processes, and facili- 
ties developed for war purposes that will be adapted to com- 
mercial use—years of the most intensive research and 
development of new things that will be released all at once 
for peace-time production. The fellow caught with an over- 
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~ PICTURE. FRAMES 
~ WRITING. KITS 

PHOTO ALBUMS + SCRAP-BOOKS 
SMOKER'S ARTICLES 


MENS & LADIES 


ACCESSORY BOXES . 
ADDRESS + ENGAGEMENT - 
AUTOGRAPH BOOKS « DIARIES 
“BABY"-ALBUMS + FRAMES ETC. 


PHOTO SUPPLY. 
1265 BROADWAY. NEW. YORK 1, N.Y.” | 
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«Top Diam, 12” 
= Bott. Diam. 10” 


‘basket, appropriate for 
executive: and employ; 
€e use. 


“No. TOV30" x 12” — 


_Sturdily constructed ° os 
‘general utility basket — 
suitable for use inlava- - 
tories and wherever | 
‘towels or other waste . 
material sccumplates 
quickly. é 


‘Colors: Brown ond, tes 
‘ Olive. Green 


are ~ enfotced 
“basket for gen- 


Distributed by 
BAINBRIDGE, KIMPTON & HAU 
218 oe St. New York 8, N. 
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_ The countless 
uses for — 


EUREKA 


ALPHABET AND 
FIGURE BOOKS 


HANDY for dozens of uses in office and stock room — for 
marking files, chairs, mail boxes, books, etc. Useful in the 
factory, too, for marking bins, shelves, trays and for iden- 
tification of non-metal parts. A quick and economical way 
for stores to make special signs or price and point valu 
cards, etc. 


The letters in Eureka Alphabet Books are arranged like 
type fonts, with more of the letters most often used. This 
makes it possible to make up words with each page — an 
arrangement especially advantageous for filing purposes. 


Eureka Figure Books permit the making up of any com- 
bination of numbers rather than having a ee group of 
numbers. Each book contains additional pages of special 
characters for marking purposes or making of price cards— 
$. ¢, 0z., lbs., etc. 


USED IN SCHOOLS TOO. First and Second Grade teachers 
in many schools are using Eureka Alphabet and Figure 
Stickers to teach children letters and numbers and to form 
simple words. 


ALPHABET BOOK NO. 93 supplies 25 perforated, gummed 
sheets of 8,000 capital letters, 320 letters to the sheet, 
¥%" high. 75¢ per book. 


FIGURE BOOK NO. 94 (for use with No. 93) supplies 10 
erforated, gummed sheets of digits, 320 te the sheet, 
" high. 50¢ per book. 


ALPHABET BOOK NO. 95 supplies 25 perforated, gummed 
sheets of 2,500 large size capital letters, 100 to the sheet, 
34" high. 75¢ per book. 


FIGURE BOOK NO. 96 (for use with No. 95) supplies 10 
perforated, gummed sheets of digits, 100 to the sheet, 
9/16" high. 50¢ per book. 


At your stationers 
OR WRITE 
EUREKA 
SPECIALTY 


PRINTING CO. ¢ 
Sales Dept. Z] gk-PAx CUMMe s 
Statleneey Biv, Noy BO D tagtt 
tl West 42nd St. 


New York 18, N. Y. 


flowing pipe-line of old and obsolete materials will be at a 
disadvantage to the one who can first accept and use the new. 

The purchasing agent has a great responsibility to the 
system of free enterprise he desires to work under, to eo- 
operate with the rest of management in his concern to the 
end that true demand may control supply. 

And then, we have another obligation—to help preserve 
the free enterprise system for the millions of our brave men 
who are coming back to us victorious from the fighting 
fronts all over the world. They have been subjected to a 
regimentation far greater than ours and just as foreign to 
their previous mode of life. Their first great relief from the 
restricted lives they have had to live will find them ready 
to take up civilian life where they left off, most of them to 
return to jobs in business, industry, and agriculture, others 
to finish interrupted schooling. 

These veterans have not fought for a dole and they do not 
want to return to the public charity of “made work.” They 
want to live and work under a system of free enterprise that 
assures the development of individual opportunity. The 
freedom they have preserved must continue to serve them 
and in a greater degree and effect than in the past. The 
months and years they have lost of normal living must be 
made up to them in providing greater opportunity for in- 
dividual development and security. 

For so long as our fighting forces need the products for 
war, free enterprise will continue their production as its 
first objective and procurement for that program will con- 
form to the controls and regulations the government has set 
up to assure that production. 

With V-E Day past, it is no longer a sin to think of post- 
war plans; in fact, government agencies are again working 
on reconversion plans, surplus disposal, and all of the things 
we were so actively engaged in planning last Fall. We must 
be alert to the economic changes that will follow the lessen- 
ing and the stoppage of munitions production. Free enter- 
prise must provide jobs and opportunities to our returning 
heroes and our faithful war workers. Speed and determi- 
nation in reconverting are therefore essential—the same 
speed and determination we used in getting into and main- 
taining the war production program. The job ahead of us 
may be harder than the one we have had, but strength- 
ened by our experience and resolved to do it we are sure to 
make another great contribution to our national economy. 


Elect Officers and Directors 
At its annual meeting, held at the Pabst Blue Ribbon 

Hall, Milwaukee, May 1st, the Milwaukee Chapter of the 
National Office Management Association elected new officers 
and directors. They are: Martin J. Seibert, Northwestern 
Mutual Life Insurance Co., president; James J. Verfurth, 
Red Star Yeast & Products Co., vice-president; Warren M. 
Reed, Jr., Milprint, Inc., treasurer; Layton E. Perkins, Rem- 
ington Rand, Inc., secretary; Eldred G. Keopke, Heil Co, 
and Orrin F. Brunner, Ladish Drop Forge Co., directors. 
Ralph R. Wagner, E & C Co., and Elmer O. Boehmer, Mil- 
waukee Journal, were re-elected as directors. 

Ray A. Johns, Lakeside Laboratories, Inc., was president 
of all groups ‘last year. 


Ellis Bishop to Return to Royal 
Ellis G. Bishop, head of the equipment and supplies 

unit of OPA’s durable goods price branch, is leaving OPA 
to become advertising and sales promotion manager of 
Royal Typewriter Co. 

Mr. Bishop was with Royal Typewriter Co. before he came 
to OPA three years ago to work on the program for type- 
writer rationing and pricing. 
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END FLAP FOLDER 
wr Galky Records 


HERE'S a new type of folder for bulky 
records which has many advantages. 


FIRST, the entire record is accessible and 
exposed when the folder is open, yet papers 
are held securely and straight. 


SECOND, it folds flat and does not take up 
a lot of space in the files when only a few 
papers have been accumulated. 


Available in single top, double top, and 
celluloided insertable. They are made of 
heavy Leathertuff stock. Your Wabash dealer 
has them. 
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Noisy Typing. 


aaa: 


ee 
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IL-KLATTE 


THE SCIENTIFIC TYPEWRITER PAD 


Why let office racket get on your nerves 
when you can have quiet typing with KIL- 
KLATTER .. . the typewriter pad that really 
deadens sound! KIL-KLATTER reduces typing 
shock, too . . . makes typing easier and more 
pleasant. 

And so important these days, KIL- 
KLATTER gives typewriters years of added 
service by absorbing vibration that wears ma- 
chines out and causes costly repair jobs. 

KIL-KLATTER is made of famous Ozite 
All-Hair Felt with treated top to keep machine 
legs from digging in and non-skid bottom to 
prevent sliding. Size 11 x 13 in. fits all type- 
writers and many other business machines. 

Next time your office supply salesman 
comes in, ask for a KIL-KLATTER demonstra- 
tion. Then you'll hear for yourself how much 
quieter typing is with a KIL-KLATTER pad. 


AMERICAN HAIR & FELT COMPANY 
Merchandise Mart * Chicago 54, Ill. 


$100 

e 
AT YOUR 
STATIONER’S 
or 


OFFICE SUPPLY 
DEALER 


IL-KLATTER 


THE SCIENTIFIC TYPEWRITER PAD 
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CARBO-WELD PENCILS 


The pencils with “E. A.” 


Economy Appeal because their strong, long 
wearing leads make them last so much longer. 
Eye Appeal because they are attractively 
styled. Semi-Hex office pencil now a better 
value with new lavender band metal tips. 
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General Pencil Company 


| 67-73 FLEET STREET 


) JERSEY CITY 6.N.J. | 


GENERALS Za 
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What Do You Use? 


Your first trial of Supergrip was probably the small 
4-oz. size. You discovered its truly superior grip, and 
that its clear, thin film did not stain, wrinkle or injure 
P or t. You bought a larger size and found 
even more advantages over pre-war rubber cements. 
The Supergrip bond did not change, decompose or fall 
apart even when exposed to heat, sunlight and tempera- 
ture changes. This new, synthetic rubber cement did 
not oxidize, it delivered changeless adhesion. 


You will find that Supergrip sticks paper to wood, to 
metal, to glass and to plastics as satisfactorily as it 
sticks paper to paper. Supergrip has proved to be a 
war-time cement with a post-war future. 


RETAIL PRICES e EACH 


East of Rockies West of Rockies 


$ .35 4-oz. bottle $ .40 
-60 pint in glass 75 
-65 pint in metal .80 

1.00 quart in glass 1.20 
1.10 quart in metal 1.25 
3.00 gallon in metal 3.70 


THINNER for SUPERGRIP “50” 


$ .55 pint in metal $ .70 
-95 quart in metal 1.15 
1.55 gallon in metal 1.85 
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"No Merriam-Webster? 
Why, How Absurd!” 


Calta 
SIT-DOWN 
| STRIKE! © 


‘ { 

nall weit 
+ | e 

nd .. we're doing all we can to 

nd . ” 
om explain this to your customers! 
fall 
ra- UR current national advertising is devoted to 
did telling people why a store like yours may 

occasionally be out of stock on the Merriam- 

ma Webster. We make it clear it’s not your fault, and 
it it’s not ours; it’s that wartime necessity, rationing, 
,a with which the public is thoroughly familiar. 


Paper rationing has hit Merriam-Webster dic- 
tionaries a little harder than most other books; we 


can’t use smaller type, or thinner paper, or nar- 
rower margins, as can other publishers. In addition 
to the paper shortage, we are faced with an unpre- 
cedented demand for Merriam dictionaries from 


No matter how industriously 
your employees are working — 
you can still call the overall effort 


the Government as well as civilians. All that we 
can do is to spread the available supply around as 
fairly as we can. Meanwhile we are helping to build 
a backlog of future sales with the slogan: “The 
Supreme Authority Is Worth Waiting For.” 


The Merriam-Webster 


a SIT-DOWN STRIKE —and 
through no fault of their own. 

Maximum efficiency, accuracy, 
and work-output cannot be ex- 
pected of employees who have to 
use chairs that cramp their mus- 
cles, curve their spines, and fray 
their nerves. 

Correct posture is the answer 
to peak employee performance 
—posture of the energy-conserv- 
ing sort that, is found in every 
Cramer chair. 


} | NEW INTERNATIONAL 
DICTIONARY ) 


Write for illustrated literature 


G. & C. MERRIAM CO., Publishers, Springfield 2, Mass. 


. CREATORS OF AIR FLOW COMFORT IN EXECUTIVE, SECRETARIAL GENERAL OFFICE & FACTORY CHAIRS 
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REDUCE OFFICE OVERHEAD 


WITH THE DELBRIDGE SIMPLIFIED 
WITHHOLDING TAX CHART 


No an advertising novelty, nor is it a “free” chart. Ex- 
pertly designed to enable the average office employee 
to quickly and accurately prepare your deductions. Shows 
all figures required, including the 18% and 22.5%, and daily 
and miscellaneous deductions. Eliminates costly errors and 
delays in your payroll department. Guaranteed to comply 
with all provisions of the tax law. 


AUTOMATIC — COMPACT — EFFICIENT 


Published in four editions for Weekly, Bi-weekly, Semi-Monthly 
or monthly Payrolls. 


$2.50 Each aT Your DEALERS 


DELBRIDGE CALCULATING SYSTEMS 
2502-10 Sutton Ave. St. Louis 17, MO. 


New plastic heads... 
uniform colors... 
lighter weight. Needle 
sharp points. RIGHT 
throughout. 


George B. Graff Company 


68A Washburn Ave., Cambridge 40, Mass. 


SIGNALS 
and MAPTACKS 
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Unique Creations in Lucite 


DELUXE Lucite 
Writing Set ' = 
No. 560 


A strikingly designed 
set of matchless beauty 
and every day utility 
—the perfect gift, add- 
ing an impressive 
touch to “Father’s” 
desk. Comes complete 
with two fine quality, 
smooth writing Foun- 
tain -Pens, Deluxe 
Perpetual Calendar, 
and Lucite Envelope 
Holder. Available in 


four other models. 


Lucite 


Cigarette Box 
No. 811 


A graceful, modern box in 
crystal clear polished 
lucite. For cigarettes or 
playing cards or both. Ex- 
cellent for home or office 
use. 


Write for complete catalog of 
over SO Lucite gift items. 


Represented nationally by Lewis Sales Co., 322 East 23d St., New York 10, N. Y. 


ALMAC x Xx 


322 East 23rd St. New York 10, N. Y. 


a 


ATTRACTIVELY PACKED 

IN REROLL DISPENSING 

BOX AND DISPLAY CARTON 
* 


12 ROLLS OF ONE couse TO CARTON 
WRITE FOR INFORMATION! 
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100,000 TRAVELING MEN 


will welcome and use the new 


SIMPLEX TRAVELOG EXPENSE RECORD 


For years there has been a need of an improved 
record for Traveling Man's expenses. 


The Simplex Travelog designed by a Traveling Man 
answers present day needs. 


Not dated, start using any time. 
Acts as Route List. 


Lasts a year with copies for Employer and Employee 
with plenty of space for unusual items for any type 
business. 


Gives Daily and Weekly totals of Similar Expenses the 
way Govt. authorities want them for Tax purposes. 
Allows space for Monthly and Yearly Totals. 


Large enough not to be lost, small enough to be 
practical. 
The “Boys” will use this one. 


“Few minutes a day keeps Taxes O.K." 


Priced to sell at 1.00 each. 


THE FOWLER COMPANY 


144 PROSPECT AVE. HAMBURG, N. Y. 


STIX holds firmly to pa- 

pes cloth, metal, wood, 

ather, glass, cellophane 
and plastics. 
* 


Modern dropper applica- 
tion. 


Bhs remy ro care, 
Meta, coe, saTweh BE 


e ; 
BINT Stay oN Hans Does not stick to the fin- 


gers, excess amounts rub 
off leaving the paper 
clean. 


STIX is strong — papers 
fastened together are 
stronger at the joint than 
the paper itself. 


AVAILABLE IN BULK ALSO 
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TOO MANY STILLOe 
HUNT FACTS in et” 
Jungle” Files! } 


(PY Fas UE 720 Digg 


ds i‘ 
Hunting facts in cards files not WP) 
properly “signaled” is like 
pushing through a jungle—slow and difficult! By 
the systematic use of Cook's Steel File Signals, facts 
of every kind can be readily grouped or classified 
for instant reference. Twelve colors, types for all 
systems. Help yourself by concentrating on elimi- 
nating "jungle" Fies from now on. 


COOK’S STEEL FILE SIGNALS- 


The H. C. Cook | 


"Painless Extraction” with BERNARD | 
The world's most efficient staple remover | 


You can remove staples holding two sheets or two 
hundred, no matter how tightly clinched they are, 
with the Bernard Staple remover. You can do it easily, 
without tearing important papers, breaking 

or wasting time. No other remover can do this. It is 
the only staple remover which will remove all sizes of 
office staples. The Bernard Staple remover, Model No. 
150-5” speeds up office routine, increases the use of 
stapling machines, which save filing space used up by 
thicker clips, pins etc. 

Individually packed. Finished in gleaming war-time 
black. Send for catalog of Bernard Stationery tools. 


THE WM. SCHOLLHORN COMPANY 


Stationery Tool Division, New Haven, Connecticut 


ee. Be - = Ge :. a es ee e al Ts ie = i ee eg i ; a e ‘ge ig < : 
a — >. fae ——— le — 
EL Pe ES ee a. a tee, 
; YOY | 7 Fae “4B, he : 
fog ¥ e/ / me epi et : ‘ i) ; > % wee 4 
_ eS ae ee 
ee GE (goo 7 = Wa fe « 
‘ ee es a a! 4 ok LYS it. ; 
t a a Za eb 4 re Ee 
4 (gaa ee ae Ey an PRX a 
. Ef a : . Wie Po b; 7d = ; ay 2S 
ee mn ea ee 
. SF Si = _-* Se ha fs ve if’ 
‘ 
Mang ZY) \ 
a Co) 
x y 
Ox in Po ‘ 
shed 4 
office ; 
a ee | 
me. ee 4 
.Y, Co. 16 Beaver St., Ansonia, Conn. 
TaN . e ~ 4 ) ~! 
ee é 7N “WyrN a a a o& 
fa — i o> 
ee \s eS om 3 
$5 LE LLL TT } 
. i 4 . : oe ° ase mee m4 : a 
JERS : ates 7 
NG. 4 * = OstC OND. / SS MD = 
THER , ‘ ‘ VB, a 
E, | j ING | 318 
) STIX) jit 
a { RaPip AD esivE |) j 7 
e Bel (000 AEA | : 
Le Seti 
Ut prey 
ie ao et gy 
oe aes rc ° _ 
mf undue dh Corporation 4 - 
ee ‘ 
x 
= Pe ee 
OE eee. Fa? a el i 


Mh. 
FULTON 


SAYS 


Hot, humid weather ahead . . . 
perfect spot for 


ALL-WEATHER 


The ideal team to lick such conditions. 
Sell ’em that way ° ° ° 


| be °= SPECIALTY CO. 


200 Fifth Avenue New York 10, N. Y. 


Factory at Elizabeth 1, New Jersey 


Research for the Office 


(Continued from page 38) 


stances where careful investigation prior to the purchase has 
been the means of preventing an unjustified investment and 
even in the simplification or complete elimination of the 
operation for which the equipment was to be used. 

With the increasing trend toward office mechanization 
there is a growing problem of maintenance. Several alter- 
natives present themselves in this connection. There is the 
policy of self-maintenance vs. contract maintenance. There 
is the question of trade-in policy to be determined. How 
many companies are building up records of individual ma- 
chine utilization and repair costs as a basis for deciding 
these questions on the basis of facts? At a recent conference 
of the National Office Management Association, Mr. Volk of 
the Prudential Insurance Co. told us that his company em- 
ploys automatic time-recording devices on its alphabetic 
tabulating machines, which, incidentally, represent the 
highest single-machine rental cost in its punch-card in- 
stallation. Through this means they get an accurate record 
of the number of minutes each machine is in operation each 
day as well as the time of each day during which the 
operation occurs. These devices, he reports, have been 
especially valuable in gauging the need for this type of 
equipment. By building up and analyzing records such as 
these many companies have been able to develop a sched- 
ule for the economical trading-in of mechanical equipment. 


Conducts Seating Clinic 


A great deal of study and research has gone into the in- 
troduction of posture chairs in the office. My company con- 
ducted a seating clinic over a period of several months in 
the course of which individual silhouette pictures were made 
of the physical contours of hundreds of clerical employees. 
An analysis of this data enabled the company to develop 
a set of specifications for a posture chair that was scien- 
tifically designed to meet its requirements. 

There is a tendency, perhaps, to think of this problem 
largely in terms of office machines and equipment, probably 
because of the relatively large unit cost involved. But there 
are thousands of items of supplies and materials purchased, 
which although they do not bulk large individually, still rep- 
resent an important annual expenditure in the aggregate. 
These items are just as susceptible to economical purchase 
and use through research. 

I recently saw the report of a special study of carbon 
paper and typewriter ribbon usage conducted by the City 
of Newark among the various municipal departments. Facts 
were developed on the basis of a general questionnaire and 
samples of the materials then in use. One result of the sur- 
vey was reduction of the number of varieties of carbon 
paper from 12 to 7. Each of these varieties was coded and 
a schedule prepared specifying the particular variety to be 
selected for each set of circumstances, ie., the type of 
machine used, the intensity of writing required, and the 
number of copies and type of stationery used. An analysis 
of the typewriter ribbon requirements showed three degrees 
of inking to be needed as follows: 

Medium for 54 per cent of all cases, medium light for 28 
per cent of all cases, medium heavy for 18 per cent of all 
cases. 

Stationery and printed forms of course, represent a more 
important item of expense for some companies than for 
others. It is not necessary to cite the economies that have 
resulted from well conducted forms surveys. Let me simply 
point out that this is another example of a practical applica- 
tion of research. 

In a talk before the American Management Association in 
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Net * piscHaRGeD 
VETERANS’ 
FLAG 


Big, new volume sales for 
you, with this new, official 
Discharged Veterans’ Ser- 
vice Flag—just announced 
by War Dept. For home, 
office, window, car, etc. 
Big profits for you at our 
low dealers’ wholesale 
prices. Write for price list 
today. Available both ray- 
on satin and taffeta. Send 
for illustrated catalogue 
NOW. 


@ 


Red border, white field, 
emblem in blue and gold. 
Available both taffeta and 
rayon satin. 


Veteran's Emblem 
for Group Flags 


Every group Service Flag 
a prospect. New emblem 
takes place of star for each 
Veteran discharged. Indi- 
vidual emblems available 
in all sizes to replace stars. 
Your customers will want 
these NOW. Send for 
price list today. 


Dept. T 
Rock Island, Ill. 


Blue emblem on gold felt 
or satin. Available for all 
group flag sizes. 


REGALIA MFG. CO. 


HEADQUARTERS for 
OPTICAL SPECIALTIES 


& DRAWING INSTRUMENTS 


Daily more and more buyers call on “Compass” for 
optical & scientific ers. ad and drawing materials. 
No wonder . . . for "Compass" carries a complete 
selection of the well-known brands . . . Taylor, Spencer, 
Bausch & Lomb, etc. 


DRAWING MAGNIFYING 

SETS 7 gage . 
ear, te o 

fessional = thalmic ‘gen. All. 

ity. Brass, nick- black, one piece, 

‘ 1 lastic frame and 


el plated. $12 


per set. Write ndle. Retails at 


for quantity dis- $2.75 
counts on this Just one of a 
and many other great variety al- 
moc'els. ways in stock. 
waseenms 
OOF COMPAS 
Transparent lucite case ’ ILLUSTRATED 
es 
scale. bs 
~ oof a rdy, re’ LITERATURE 
$1.00 WRITE TODAY 


Ask abeut new plas- 
tic wrist compass. 


COMPASS INSTRUMENT & OPTICAL CO. 


268 FOURTH AVENUE, NEW YORK 10, N. Y. 
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si Half the Battle! 


Landing a big one is just as important as the strike. 
So, too, is working now for V-J Day.. Soon we hope 
to resume producing for you "Andy units of steel” 
improved in design and construction. 


D ERSON- HICKEY Go. 


° 1 _— 
GENEVA 
ILLINOIS 


“ Andy unils of steel 


GOODWILL 


The most precious thing anyone 
—man or store, anybody or any- 
thing—ean have is the goodwill of 
others. It is something as frag- 
ile as an orchid—and as beautiful. 
As precious as a gold nugget— 
and as hard to find. As powerful 
as a great turbine—and as hard 


to build. As wonderful as youth 


—and almost as hard to keep. 


a a 


See page 34 for Index to Advertisers. 
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W. C. LEUTE 


54 DEY STREET 


$215 


Heavy Duty Bag for Mail, Secu- 
rities and General Messenger Use 


CED 6s 0.kesnensesnt price $19.50 
_ eee ene * 2 
 Sreereree err - - 2308 
eer ee “ 25.00 
Be yen swseees “ 27.00 
De: sassicancemhes “ 2950 
MP veredsausswete - 2s 


cases. 


Canvas & Leather 
Mailbag $215 


COMMERCIAL LEATHER GOODS 


NEW YORK 7, N. Y. 


$224 
Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. We 
also make messenger wallets, money bags, brief cases, 
‘ zipper cases, accountants’ cases and salesmen’s sample 


We invite your inquiries. 


All Leather Mail- 


bag £214 
Price Price 
$10.00 13xl10........ $15.00 
OS i: ee 17.50 
2300 2ieM........ 20.00 
Se 22.50 
RISO ~Seelé........ 26.00 
ck i 29.50 


FOR ALL 
DIRECT 
PROCESS 
LIQUID 
DUPLICATORS 


AUTOCOPY, INC: 


| = 464 WEST SUPERIOR STREET 
CHICAGO 10, 
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ILLINOIS 


1933, Frank Rowland, secretary of Life Office Management 
Association, predicted the increasing importance of the 
laboratory as an instrument of office research, This predic- 
tion is already being fulfilled. At least one life insurance 
company is operating a fully equipped physical laboratory 
in connection with its system or standardization activities. 
This laboratory is under the direction of a highly trained 
technician and is producing some very interesting and profit- 
able results. 

Organized originally to develop specifications and standards 
for the various paper requirements of the company, the scope 
of activities has broadened to the point where current tests 
are now being made of more than 90 different commodities 
and materials used by the company in connection with its 
clerical operations. The nature of the articles tested range 
all the way from items of furniture and equipment such as 
filing cabinets, desks, chairs, and typewriters down to such 
supplies as carbon paper, floor waxes, inks, mucilage, rubber 
bands, staples, and cleaning materials. A few specific ex- 
amples might be of interest. 

The company uses thousands of steel filing cabinets. On 
many of these the drawer action had proved unsatisfactory 
in actual use. In order to test the effectiveness of different 
suspensions, a device was developed with an electric motor 
which automatically opens and closes the file drawer. Cabinets 
under consideration were subjected to this test under actual 
operating conditions. The drawer was loaded with 50 
pounds of filed material and opened and closed up to 50,000 
times, the equivalent of 20 years’ use. The suspensions were 
examined at intervals to note the extent of the metal failure 
or distortion. This test has enabled the company to develop 
specifications for files that will insure a minimum of 20 
years’ satisfactory performance. 

Difficulty was experienced with the mucilage purchased, 
through a tendency for it to turn dark and get moldy. The 
suppliers were unable to suggest any remedy. Analysis by 
the laboratory identified the constituent that was causing this 
condition and a new formula was developed that has elimi- 
nated the trouble. 

The smudging qualities of different carbon papers were 
measured through a specially designed smudge-tester. 

A study was made of the corrosion of drain lines from 
photostat machines and recommendations developed for the 
type of material to use to correct this condition. 


A special box was designed to measure the relative “noise- 
lessness” of various typewriters, resulting in a decision 
against replacing existing equipment with new models for 
which exceptional noiseless qualities were claimed. 

These will serve as examples of the laboratory approach 
in applying research to the office. To my mind, it represents 
office research in its purest form. 


Discuss Office Manuals 

As a result of the growing interest throughout the 
country in office manuals as a source of simplified training 
in job procedures, the Transcription Supervisors’ Associa- 
tion exhibited and discussed various manuals of this type 
at their regular dinner meeting, May 14th, at the Hotel 
Sheraton, New York. 

On the program were a number of round table discussions. 
Chairmen were the following TSA members: Law—Mrs. 
Carolyn Frick, Cadwalader, Wickersham & Taft; Manufactur- 
ing—Mrs. Miriam Coburn, American Home Products Corp.; 
Insurance—Mrs. Mae Turbush, Fireman’s Fund Indemnity 
Co.; Finance—Miss Rachel Osborne, Central Hanover Bank 
& Trust Co.; Retail and miscellaneous—Mrs. Irene McGinty, 
Standard & Poor’s Corp. 

Miss Irene H. Clark, the club’s president, acted as mod- 
erator. 
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WHEN YOU NEED TYPEWRITER 
“OR BOXED PAPERS JUST SAY 


wu MM 


Business papers 


of “i mally high 


“The COMPLETE Line — 


BONDS ONION SKINS 
MIMEOGRAPH MANIFOLD 
PRINTED’COPY” MANUSCRIPT COVERS 
BRIEF FOLDERS 
PLAIN AND LEGAL RULED 


ON SALE AT LEADING STATIONERS 


EAGLE-A 


“White for i 


' HOLYOKE, MASSACHUSETTS. ~ 


AMERICAN WRITING PAPER CORPORATION : 


rm old trusted fund 


BRAND 


ERASER and CLEANER 
THE ORIGINAL AND STANDARD 


+ 1.“ARTGUM” is a surface cleaner with a light touch. 
2. “ARTGUM” is friable—has no deteriorating content. 
* 3.“ARTGUM” contains no grit. 
4. “ARTGUM” doesn’t abrade the surface of paper. 
5. “ARTGUM” doesn’t smudge. 
6. “ARTGUM” doesn’t dim ink lines or delicate im- 
Printing. 


Insist on the original and standard 


THE ROSENTHAL CO. 


45 EAST 17th STREET, NEW YORK 3, N. Y. 


apes . 
~ Genter ranio COnaany 


Nascon PERSONAL LEDGER 


A beautifully bound, compact loose - leaf 
ledger, alphabetically indexed and popularly 
priced for simplified Lectboaging | in the home, 
small business, etc. One of the many fast 
selling Nascon numbers. 


Send for the new Nascon catalog today. 


@ (Mascon ms 
‘AT-A-GLANCE 
6Products 


REG US Pat OFF 


NASCON SALES CORPORATION 


60 E. 42ND ST. NEW YORK 17, N. Y. 


~. 
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PULL FASTENERS 
BEAT THE & BAND 


ANY PLACE A BAND IS NEEDED 
A’ PULL FASTENER’ CAN BE USED 


Pull Fasteners don’t slip, dry out, stretch or 
break. Durable as the documents, papers, 
checks and similar items they neatly and 
firmly tie together. Easy to use. Pull either 
end to tighten. Prevents loss and separation. 
Sizes, 6” to 54”. Sold in packages of 100. 


‘co Chabegel wee.c0. 


277 NO. GOODMAN ST., ROCHESTER 7, 
SCHLEGEL CO., CANADA LTD., TORONTO, ONT., eametl 
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CARBON PAPERS 


E TYPEWRITER RIBBONS 


PAZ 


EROS WRITE 
ee Turns Out 
WRITE-QUALITY WORK 
With WRITE, you get more and cleaner 
copies from each original. Saves you time 
—every time! That’s not all! You also 
cut down costs of supplies and labor with 
WRITE generously-inked 
Carbon Paper and Typewriter Ribbons 
Guaranteed for uniformity, quality, 
and long wear. 


Inquire of your dealer, or send today for 
FREE samples, and attractive prices. 


Immediate deliveries! 


420 Lexington Avenue 
New York 17, N. Y. 


wrRIiTt 


INCORPORATED 


FACTORY: Bridgeport, Conn. 


NEW CLEANER THAT TYPISTS LIKE 


BLUEBONNET 
TYPE CLEANER 


PLEASANT Acreeably scented! Size Bottle Back 
POSITIVE cieans thoroughly! List Price Guarantee 


AT LEADING JOBBERS EVERYWHERE 
Product of System Service Company, Paterson, N. J. 


SAFE won't burn or explode! Big Double- 7 We Money 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Steel Files, Lockers, and Shelving. 
All completely rebwilt and guaranteed. 
“The House That Confidence Built” 


Universal Office Equipment Co., Inc. 
7-9 Waverly Place, New York, N.Y. GRemercy 3-3741 
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New Line of Office Furniture on Way 
Sloanemaster, a new line of fine furniture to include both 
executive office furniture and home furniture, to be nation- 
ally advertised and merchandised through selected stores, 
will be produced by the Company of Master Craftsmen, Inc., 
of New York and Oneida, N. Y., when government contract 
needs are finally filled, and its extensive manufacturing fa- 
cilities are released for civilian production. The name Sloane- 
master was chosen because the Company of Master Crafts- 
men was established as the manufacturing division of W. & 


J. Sloane, and originally produced special hand-craft pieces 
for Sloane clientele. 


Mark to be carried by new line. 


This statement of post-war plans was made by H. M. 
Pearson, vice-president of the Company of Master Crafts- 
men, in announcement that the Maritime Commission had 
made a fifth award to the company in appreciation of “con- 
tinuing contribution to merchant ship construction . . . and 
the attainment of high goals in support of the valiant men 
of our Army, Navy and Merchant Marine.” At present, 
production is almost exclusively of glider wings and equip- 
ment for merchant ships. 

Preliminary research has been completed and representa- 
tives of the company have been in the field for several 
weeks, making contacts with retail stores and outlining the 
program which will be put into effect when war orders end. 
Designers have been at work for some time on the lines, 
which will be ready to put into production as soon as the 
plant can be reconverted. The Sloane tradition will govern 
throughout, in design, construction, and finish. 

National distribution of the Sloanemaster groups, sup- 
ported by a program of national advertising and promotion, 
will be through selected outlets, including both department 
and furniture stores. The W. & J. Sloane stores in New 
York, Washington, San Francisco, and Beverly Hills will 
retail the line in their communities. 

Office furniture will be distributed in some instances 
through the household furniture outlets, in others through 
office furniture equipment houses. 

Identification will be a trade mark design bearing the 
name, Sloanemaster, affixed to individual pieces and fea- 
tured in all advertising and promotion. In addition to the 
national advertising, a complete series of store helps will 
be supplied and close cooperation maintained with dealers. 

The Company of Master Craftsmen plant was originally 
in Queens, New York. Later the factory in Oneida was 
added to provide additional manufacturing facilities. When 
war contracts required rapid expansion of manufacturing 
facilities and largely increased capacity, the New York plant 
was closed and its machinery moved to Oneida, where the 
plant was materially enlarged, new machinery installed, 
and production streamlined. All manufacturing now is cen- 
tered in Oneida. 
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FOR SALE 


14 registers. 


P. O. Box 111, 
Albany 1, New York 


Monroe payroll and check writing machine, 


A. P. W. Products Co... Ine. 


Guides and Indexes 


= * 


Printed and Ruled 
Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court 


Boston, Mass. 


WAR MEMORIAL 
PLAQUES... 


RAISED LETTER PLAQUES 
MOUNTED ON GENUINE 
SOLID WALNUT SHIELDS 


LOOK LIKE 
REAL BRONZE 


MANY SIZES & DESIGNS 
stw'ove HONOR ROLL PLAQUES 409' 


INTERNATIONAL BRONZE TABLET C0. 


M PAST 22nd STREET « NEW YORK Ih NEW YORK 


* +» *+ & © + F 


of the PACIFIC AREA 
In new fold 
aa ae sey W5e 


Large size (46 x 36”) folded to 9% 
x 11%” for convenient display and 
handling. A complete map, showing 
islands and other name places not 
found on other maps. Also 62: close- 
ups of important points. Indexed to 
how 2300 islands and name places. 

inted in 8 colors. Other styles of 
this map, already established at 
$1.00, $2. 50 and $3.00, are still 
available. Order direct, or write for 
Bulletin PA-2. 


730 East Washington St. Indi 


The George F. Cram Company, Inc. 


7, % Ai. 


A trial order will con- 
vince you, A request on 
your letterhead will Size 
bring samples. We pre- 1 oz. 
bad all freight charges 


ree ee cian DICOL CHEMICAL CO. 


tities F.0.B. our fac- 


tory. 8 W. Sidney Ave., Mt. Vernon, N. Y. 


DI C0 TYPEWRITER CLEANER 


P are manufacturers of a non-inflammable typewriter cleaner 
and ink eradicator, supplying various branches of the govern- 
,ment as well as large jobbers under our own or their label. 
\Each bottle is provided with a dauber and is sealed to prevent 
evaporation. 


Price List—Typewriter Cleaner 


and INK ERADICATOR 


Non-inflammable 


Retails Price per Gross 

30c $14.40 

50c 24.00 

75¢ 36.00 

$1.25 60.00 

Ink Eradicator 

Retails Price per Gross 

25¢ $12.00 


BULLETIN AND DIRECTURY 


HONOR ROLLS 


Featuring the individual 
changeable letter method or 
the embossed name strip 
style. Many designs to 
choose from. For large or 
small capacities. Send for 
illustrated folder giving all 
information. 


ACME 


HONOR ROLLS 
37 E. 12th St. 
New York 3 


CHAIRS 


MANY STYLES 


Folding Chairs 
Wood or Metal 


Tablet Armchairs 
Senet = 
~My BY Fa 


Dept. 7 


ADIRONDACK 
CHAIR COMPANY 
1140 Broadway, New York 1, N. Y. 


ARNENENRE AWNINGE\ 


(Room 305), 10 W. 47th Street, New York 19, N. Y. 


When writing advertisers please mention Orrice EquirmMent Dicest 77 
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MAGIC FLOW 


An Excellent 
Duplicating Ink 
Duplicating Stencils 


Samples and prices upon request. 


CONTINENTAL 
INK COMPANY 


3144 S. Austin Blvd., 
Cicero 50, Ill. 


a) . ft 
Supreme Quel! 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


#80....10%, x 8 #83....15/, x 12% 
#81....12 29% | $84....16% x 13% 
#62....13/2 x11 | ¥85....23 x 18% 


Prices on Request 


MAJESTIC LOOSE LEAF INC. 
122 Spring Street New York 12, N. Y. 


DEGREES 
OF 


| HARDNESS 


— OUT 


ON 55 WORTH STREET 


NEW YORK.NY 


COOPER SQUARE 


Drawing 


MORILLA ond 


ARTISTS’ Drafting 
MATERIALS é 
. Materials 
“DURA-SEAL” e 
Adhesive. Film se onl 
+ + 
General 


Drawing Instruments 


Catalogue T Squares, Triangles 
Etc. 


Available 


Order from your dealer 


THE MORILLA COMPANY, INC. 
NEW YORK 3, N. Y. 


Comptometers 


40 West 15th St. 


We NOW Have Some 


(Subject To Prior Sale) 
Marchant Calculators 
Monroe Calculators’ 
_Burroughs Calculators 
Adding Machines 


Air-mail your request for information. 


Mailers’ Service & Equipment Co. 
(Mailers' Bldg.) New York 11, N. Y. 


le we weakKKK KK 


HONOR ROLL 
* PLAQUES x 


Dignified Tributes to Your Men 
in the Services 
These Victory Cast Honor Rolls 
with raised letters present impres- 
sively the names of those you 
would honor. Cast in a material 
that both looks and feels like 
BRONZE. _ Send for Illus. Literature 
Arrange now for Postwar BRONZ| 
TABLETS. Avoid delay later. 


“UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 
“570 BROADWAY, NEW YORK 12.N. Y. 


BOSTON } 
PENCIL SHARPENER 
MODEL KS 


LIMITED number of 
Boston KS sharpeners 
are now being manu- 
factured. Shipments 
are being made in 
accordance with pri- 
ority regulations. 


Cc. HOWARD 
HUNT PEN CO. 
CAMDEN, N. J. 


Speedball Pens 
Hunt Pens 


RITE-RITE MFG. co. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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A COMBINATION THAT CANT BE BEAT 
=r ~ 


Individually they improve the work of any stencil 
) duplicator. But when used in combination with 
| each other, they produce the finest possible re- 
sults—plus that added touch of perfection which 
- only 40 years of experience could accomplish. 


The Most Complete Line of Duplicating Equipment 
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ALWAYS SATISFIES 
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Quality Duplicators and Sapplies Sin 


rr 
= 
—“ iis: y me LP a 
e. ee <a 4 ns ' , é | ral ~~ j eee 
A “| ed S ey y sein : 
x 4 lars ra ny ECON 0 M Y ia / , b / a. 
} i q gen eT) of } § Dy i ~ ' a 
Jas ‘ — - is } e = a " SS 
| Sox i\ Pg PTENcus | ACP } 
a H Sa ee Pe “se cary lRy \ : 
ND Foes Ol | 
"ph acarnt a : eee ito! ag, # r 
x ; s car ea es i es — x, be j a oe ; 
ee ee ie a | ee - a = ee a: f _ R 
. : i a oo + & 2 a = . : Se a ‘ — y c: ’ : é é 
r Ba § = i io Bie *, = 7 — 3 ; ey: as 
, SS 
, ; 
| : 
—_ i 
~ 
- | ee : 
_————— + at ae pe 


ast what the Qocior ordered | 


It wasn't rheumatism; 

Her diet was 0O.K. 

But still the patient suffered, 
Complaining more each day. 


She scowled at all her fam'ly; 
She argued with her beau 
She really couldn't help it... 
Mer fingers hurt her so. 


Her working days seemed endless. 
Each letter was a chore. 

Until one day she blurted, 

"I can't type any more!" 


$ . 
A 
7 Li 
They took her to the doctor, 
Who smiled and shook his head. 


He said, "Cheer up, young lady; 
I'm sure you're far from dead. 


en 


"Look, Boss," the doctor whispered, 
"This really is a shame. 

The girl is quite unhappy, 

And you're the one to blame. 


 & 


"She just can't keep on pounding 

Her machine is her disease 

Just give her one with 'Velvet Touch’ 
And light, responsive keys." 


He wrote out his prescription: 

"It's vime you understood. 

There's one cure for this patient... 
A Brand New Underwood!" 


Copyright 1945, Underwood Elliott Fisher Company 


| QNOERWO0D. wares «tren. cere! 


UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. 
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